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ABSTRACT 


The  purpose  of  this  thesis  is  to  identify  the  functions  and  responsibilities 
of  the  Naval  Postgraduate  School  personnel  who  routinely  manage  operating 
and  research  funds;  and  to  develop  a  comprehensive,  entry  level  financial 
management  guide  to  assist  cost  center  personnel  in  effectively  managing  these 
financial  resources. 

The  management  guide  provides  an  introductory  background  to  the  key 
financial  concepts  and  terms  associated  with  the  Navy's  Resource  Management 
System  (RMS),  followed  by  a  description  of  the  procedures  necessary  to 
prepare  the  financial  documents  commonly  used  at  the  Naval  Postgraduate 
School.  The  guide  then  depicts  the  basic  flow  of  the  School's  financial 
documents,  and  concludes  with  recommended  procedures  for  preparing. 
maintaining  and  reconciling  sub-cost  center  accounting  records.  The  guide  is 
primarily  intended  for  use  in  the  cost  and  sub-cost  centers  of  the  Naval 
Postgraduate  School.  Monterey,  California. 
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I.  INTRODUCTION 


A.  PURPOSE 

The  purpose  of  this  thesis  is  to  develop  a  comprehensive,  entry  level  financial 
management  guide  to  assist  cost  center  personnel  in  effectively  managing  financial 
resources.  The  guide  is  intended  for  use  in  the  cost  and  sub-cost  centers  of  the 
Naval  Postgraduate  School  (NPS),  Monterey,  California. 

The  financial  management  guide  was  developed  by  first  identifying  the 
functions  and  responsibilities  of  the  Naval  Postgraduate  School  personnel  who 
routinely  manage  the  School's  funds.  Once  an  understanding  was  gained  of  the 
organization  and  its  functional  requirements,  a  guide  was  prepared  to  present  the 
information  in  a  logical  sequence,  using  a  minimum  of  technical  jargon.  The  guide 
was  then  reviewed  for  accuracy  and  content  by  the  Comptroller  and  various 
cost/sub-cost  center  staff. 

The  financial  management  guide  is  primarily  designed  to  help  cost  center 
personnel,  who  may  have  little  previous  exposure  to  Navy  resource  management, 
understand  the  fundamentals  of  the  system.  With  this  goal  in  mind,  the  question  we 
continually  asked  ourselves  was,  "is  there  really  a  need  to  know?"  Many  aspects  of 
the  guide,  therefore,  have  been  simplified  to  a  great  extent  to  prevent  "submerging" 
essential  information  in  a  "sea  of  unnecessary  detail".  Some  aspects  of  financial 
management,  the  budgetary  process  -  for  example,  have  been  completely  excluded 
for  this  very  reason.  When  distributed  to  the  cost  centers,  the  financial  management 
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guide  should  permit  untrained  personnel  to  quickly  assimilate  the  basic  information 
necessary  to  effectively  perform  cost  center  financial  management  -  whether  it  be 
document  preparation  for  purchases,  travel,  training  or  labor,  or  the  preparation, 
maintenance  or  reconciliation  of  cost  center  accounting  ledgers.  The  guide  should 
also  serve  as  a  convenient  reference  source  for  persons  involved  in  the  complexities 
of  the  Navy’s  Resource  Management  System  on  a  daily  basis. 

B.  BACKGROUND 

Ashore  Naval  activities  (Fund  Administering  Activities)  are  allocated  funds,  in 
the  form  of  Allotments,  in  order  to  perform  their  assigned  missions.  The  major 
sources  of  funding  include  Operations  and  Maintenance,  Navy  (0&M,N)  for  general 
operations.  Other  Procurement,  Navy  (OP,N)  for  investment  type  purchases,  and 
reimbursable  funding  to  support  the  specific  needs  of  other  DOD  components. 
Typically.  Fund  Administering  Activities  (FAA)  centrally  manage  the  obligation  and 
expenditure  of  OP,N  and  reimbursable  funds,  and  reallocate  a  portion  of  0&M,N 
funds  as  Operating  Targets,  or  OPTARs,  to  cost  centers.  The  cost  centers,  in  turn, 
distribute  the  funds  to  their  respective  sub-cost  centers.  The  Fund  Administering 
Activity  is  required  to  budget,  account,  manage,  and  report  on  the  use  of  these 
resources. 

Research  efforts  at  the  Naval  Postgraduate  School,  a  Fund  Administering 
Activity,  require  more  flexibility  in  the  control  of  these  funds  than  normally  found 
elsewhere.  Academic  departments  (cost/sub-cost  centers)  may  simultaneously  engage 
in  several  research  projects  requiring  the  use  of  OP.N  funds  for  major  equipment 
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purchases,  reimbursable  funds  for  non-Navy  research,  and,  as  of  FY88,  0&M,N 
funds  for  Navy  sponsored  research  projects  and  routine  operations. 

With  the  large  number  of  cost  and  sub-cost  centers,  and  the  myriad 
requirements  for  administrative,  educational  and  research  funding  at  the  Naval 
Postgraduate  School,  it  is  imperative  that  the  flow  of  financial  information  between 
department  and  comptroller  be  both  accurate  and  timely.  Failure  to  adequately  track 
the  status  of  funding  commitments,  obligations,  receipts  and  expenditures  results  in 
erroneous  entries  in  the  command’s  official  financial  records,  held  by  the 
Authorization  Accounting  Activity/  Financial  Information  Processing  Center 
(AAA/FIPC).  Errors  in  these  records,  as  well  as  unreconciled  differences  in  the 
"unofficial",  or  local  memorandum  accounting  records  held  at  the  local  level,  may 
result  in  the  inefficient  allocation  of  financial  resources,  delays  or  loss  of  any 
additional  funding  which  become  available,  and  a  violation  of  Federal  law.  For 
these  reasons,  it  is  imperative  that  cost/sub-cost  centers  be  provided  with  the 
necessary  tools  to  effectively  exercise  their  fiscal  responsibility. 

C.  RESEARCH  OBJECTIVE 

The  impetus  for  the  financial  management  guide  stems  from  a  number  of 
findings  and  recommendations  contained  in  the  Naval  Audit  Service  Audit  Report  of 
the  Naval  Postgraduate  School  dated  22  January,  1987,  [Ref.  1]  and  the  Naval 
Postgraduate  School  Internal  Review  Office  (IRO)  OPTAR  Accounting  Procedures 
Evaluation  of  21  August,  1989,  [Ref.  2].  Two  recommendations  contained  in  the 
IRO  evaluation  [Ref.  2]  specifically  addressed  the  following: 
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•  That  the  NPS  Comptroller  develop  a  desk  guide  with  step  by  step  instructions 
on  how  to  establish,  update,  reconcile  and  modify  an  OPTAR  expenditure 
record  book. 

•  That  the  NPS  Comptroller  provide  training  for  new  staff  members  in  the 
academic  departments  who  will  be  responsible  for  maintaining  OPTAR 
records... 

In  addition  to  fulfilling  the  recommendations  of  the  NPS  Internal  Review 
Office,  and  based  upon  our  findings  and  those  contained  in  Tillotson’s,  An  Analysis 
of  Administrative  Controls  for  Management  of  Financial  Resources  at  the  Naval 
Postgraduate  School  [Ref.  3]  (a  thesis  research  project  conducted  concurrently  with 
our  own),  it  was  thought  mat  the  guide  should  also  serve  as  a  central  means  of 
providing  information  on  a  number  of  related  topics,  i.e.,  an  overview  of  the  Navy’s 
Resource  Management  System,  the  legal  implications  of  fund  management,  cost 
accounting  and  local  management  codes,  and  document  routing  procedures,  to  name 
but  a  few. 

The  research  objective,  therefore,  was  to  develop  a  financial  management 
guide  to  assist  cost/sub-cost  center  personnel  in  understanding  the  fundamentals  of 
the  Resource  Management  System,  as  well  as  help  them  to  effectively  prepare  and 
maintain  financial  records.  Effective  reporting  and  record  keeping  by  all  NPS  cost 
centers  will  assist  in  the  efficient  allocation  and  redistribution  of  OPTAR  and 
research  funding. 

D.  RESEARCH  QUESTION 

The  two  primary  research  question  were:  To  improve  the  accuracy  and 
timeliness  of  NPS  cost/sub-cost  center  reporting,  what  elements  of  the  Resource 
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Management  System  (RMS)  should  be  incorporated  in  a  financial  management 
guide?  Secondly,  by  conducting  a  review  of  RMS  policies  and  procedures  at  the 


Naval  Postgradi’  .e  School,  what  recommendations  for  improvement  could  be 
suggested?  Additional  questions  included: 

•  What  are  the  cost  center  fiscal  reporting  requirements  with  respect  to  direct 
and  reimbursable  funding? 

•  What  are  the  cost  center  responsibilities  regarding  research  funds  and  how 
do  they  account  for  funds  received? 

•  How  do  the  flow  of  funds  and  supporting  documentation  occur  at  the  Naval 
Postgraduate  School? 

•  What  methods  are  used  to  record  financial  transactions  and  how  do  cost 
centers  reconcile  their  financial  records  with  Comptroller  Department 
records? 

•  Which  aspects  of  financial  reporting  and  record  keeping  do  cost  center 
personnel  find  most  difficult  to  prepare? 


E.  SCOPE,  LIMITATIONS,  AND  ASSUMPTIONS 

This  thesis  focuses  on  assessing  the  requirements  of  cost  center  financial 
reporting  at  the  Naval  Postgraduate  School  and  preparing  an  informational  guide  to 
simplify  the  preparation  of  RMS  financial  reports  and  records.  Management  to 
Payroll  (MTP)  is  centrally  managed  by  the  NPS  Comptroller;  therefore,  with  the 
exception  of  labor  document  preparation  procedures  and  a  brief  overview  of 
departmental  responsibilities,  it  has  been  specifically  excluded. 

The  financial  management  guide  is  intended  for  use  by  government  employees 
who  have  little  or  no  experience  in  managing  Navy  funds.  The  guide  addresses 
only  those  areas  considered  essential,  i.e.,  those  areas  which  could  impact  upon  a 
new  employee’s  ability  to  effectively  perform  his  or  her  job  with  respect  to 
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managing  financial  documents  or  properly  recording  financial  transactions.  As  with 
any  text  of  this  scope,  it  is  impossible  to  discuss  every  conceivable  situation  which 
may  arise,  nor  can  words  alone  compensate  for  a  lack  of  actual  experience.  The 
guide  should,  however,  provide  a  basic  understanding  of  the  financial  management 
process  as  it  applies  to  the  Naval  Postgraduate  School  and  serve  as  a  convenient 
reference  source  while  financial  management  experience  is  acquired. 

F.  LITERATURE  REVIEW  AND  METHODOLOGY 

Information  for  this  thesis  was  obtained  in  two  ways:  a  literature  review  of 
NPS  Comptroller  related  instructions  and  manuals,  current  Naval  directives  and 
instructions,  guidance  prepared  by  other  naval  activities  and  individuals;  and  field 
research. 

1.  Literature  Review 

An  extensive  study  of  available  literature  was  conducted  using  the 
following  guidelines:  the  information  obtained  must  be  relevant  to  the  needs  of  cost 
center  financial  managers,  and  the  information  must  be  sufficiently  detailed  to 
enable  a  user  of  the  guide  to  become  functionally  proficient  in  managing  cost/sub¬ 
cost  center  financial  resources.  Some  digression  from  these  guidelines  was 
exercised  in  preparing  the  introductory  chapters  of  the  guide,  simply  to  provide  a 
basic  understanding  of  the  terms,  organizations  and  processes  involved  in  the 
financial  system  external  to  the  Naval  Postgraduate  School,  without  inundating  the 
reader  with  details  of  the  system  he  or  she  is  unlikely  to  encounter. 

The  literature  review  encompassed  a  number  of  manuals,  reports  and 
instructions  prepared  by  the  Naval  Postgraduate  School  and  its  Comptroller 
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Department  [Ref.  4-9];  thesis  research  conducted  at  NPS  in  the  area  of  financial 
management  [Ref.  10-13];  course  and  supplementary  reading  materials  used  in  the 
NPS  Financial  Management  curriculum  [Ref.  14-17];  and  Navy  financial 
management  manuals  and  instructions  [Ref.  18-27]. 

2.  Field  Research 

Interviews  were  considered  the  most  practical  and  cost  effective  vehicle 
for  collecting  the  views,  judgments  and  appraisals  of  those  involved  with  the 
preparation  of  cost  center  financial  reports  and  records.  The  following  organizations 
were  interviewed: 

a.  Comptroller  Department 

Comptroller  Department  personnel  were  interviewed  to  determine 
current  problems  associated  with  the  management  of  NPS  funds  and  to  gain  an 
understanding  of  the  School's  system  of  internal  controls.  Persons  interviewed 
included  the  Deputy  Comptroller,  division  heads  within  the  Comptroller  Department, 
account  and  budget  technicians,  travel  and  edit  clerks,  and  payroll  personnel. 

b.  Research  Administration  Office  (RAO) 

Personnel  within  the  Research  Administration  Office,  including  the 
Dean  Of  Research,  were  interviewed  to  determine  their  functions  and  responsibilities 
with  respect  to  direct  and  reimbursably  funded  research  projects. 

c.  Personnel  Support  Detachment  (PSD) 

PSD  personnel  were  interviewed  to  determine  their  responsibilities 
with  respect  to  the  disbursement  of  funds  for  travel  or  training  requirements. 
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d.  Supply  Department 

Supply  Department  personnel  provided  information  on  the  correct 
procedures  for  requisitioning  and  receiving  goods. 

e.  Cost/Sub-Cost  Centers 

A  number  of  cost  and  sub-cost  center  personnel,  including  members 
of  the  Administrative  Science,  Operations  Research  and  Meteorology  departments, 
were  interviewed  to  determine  how  they  routinely  conducted  business  and  to 
ascertain  their  level  of  understanding  with  respect  to  the  Navy  Resource 
Management  System,  account  ledger  reconciliation  procedures  and  financial 
terminology. 

The  information  obtained  during  our  interviews,  as  well  as  that  obtained 
during  the  concurrently  conducted  thesis  mentioned  earlier,  was  invaluable  in 
determining  the  focus  of  the  guide  and  the  level  of  information  necessary  to  meet 
the  needs  of  the  end  user. 

G.  ORGANIZATION  OF  STUDY 

Before  discussing  the  organization  of  the  study,  an  explanation  of  the  format 
of  the  thesis  is  in  order.  As  indicated  in  the  Table  of  Contents,  the  organization  of 
this  thesis  is  somewhat  unconventional.  The  reasons  for  this  are  threefold: 

•  The  result  of  this  thesis  is  a  separate  financial  management  guide. 
Incorporating  the  guide  into  the  body  of  the  thesis  would  make  it  difficult 
for  the  guide  to  be  physically  separated  from  the  thesis  discussion. 

•  The  financial  management  guide  contains  its  own  Appendices  and  reference 
list.  Placing  the  guide  before  the  required  thesis  elements,  such  as  the 
thesis  List  of  References  and  Distribution  List,  would  confuse  a  reader 
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more  than  simply  appending  the  entire  financial  management  guide  to  the 
end  of  the  thesis. 

•  The  authors  felt  that  the  thesis  formatting  requirements,  while  appropriate 
for  a  conventional  thesis,  were  not  appropriate  for  an  informational  guide. 

With  this  in  mind,  Section  II  presents  the  Recommendations  and  Conclusions 

of  the  research.  The  recommendations  included  in  Section  II  are  a  response  to  the 

second  primary  research  question  identified  earlier,  while  Appendix  A,  the  Naval 

Postgraduate  School  Cost  Center  Financial  Management  Guide,  satisfies  the  first 

primary  research  question.  The  guide  provides  an  introductory  background  to  the 

key  financial  terms  and  concepts  associated  with  the  Navy’s  Resource  Management 

System  (RMS),  followed  by  a  description  of  the  procedures  necessary  to  prepare  the 

financial  documents  commonly  used  at  the  Naval  Postgraduate  School.  The  guide 

then  depicts  the  basic  flow  of  the  School’s  financial  documents,  and  concludes  with 

recommended  procedures  for  preparing,  maintaining  and  reconciling  sub-cost  center 

accounting  records.  Several  works  have  been  appended  to  the  guide,  including  an 

excellent  glossary  of  financial  terms  prepared  by  Lieutenant  Commander  Daniel  M. 

Lien,  USN  and  a  guide  for  preparing  Personnel  Request  forms  developed  by  the 

Civilian  Personnel  Department,  Naval  Construction  Battalion  Center,  Port  Hueneme, 

California. 
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O.  RECOMMENDATIONS  AND  CONCLUSIONS 


A.  RECOMMENDATIONS 

The  objective  of  this  thesis  was  to  write  a  guide  to  standardize  cost  center 
accounting  procedures  and  to  improve  the  management  of  financial  resources  at  the 
Naval  Postgraduate  School.  During  the  course  of  our  research,  several  areas  of 
concern  became  apparent  and  are  set  forth  in  the  following  recommendations: 

RECOMMENDATION  1: 

The  Naval  Postgraduate  School  develop  or  procure  a  standardized 
automated  cost  center  accounting  program. 

As  shown  in  the  management  guide  appended  to  this  thesis,  manually 
maintaining  cost  center  accounting  ledgers  is  a  time  consuming  process.  In  an 
effort  to  cope  with  the  School’s  accounting  requirements,  cost  centers,  sub-cost 
centers  and  principal  investigators  have  resorted  to  purchasing  a  number  of 
commercially  available  software  packages.  While  helpful,  these  accounting 
programs  do  not  provide  any  degree  of  standardization  and  vary  greatly  in  user 
interface  design,  capacity  and  functionality. 

In  an  effort  to  remedy  the  problem  of  cost  center  accounting  standardization, 
the  Comptroller  Department  has  recently  released  an  automated  template  for  Lotus 
1-2-3.  While  providing  standardization  to  the  Comptroller’s  Monthly  Report,  the 
use  of  a  Lotus  template  has  several  key  disadvantages: 

•  Cost  -  Each  cost  center  will  require  a  licensed  copy  of  Lotus  1-2-3  in  order 

to  use  the  template. 
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•  Training  -  Lotus  is  a  sophisticated  program  which  requires  a  significant 
amount  of  training  prior  to  gaining  proficiency.  The  program  is  not 
particularly  "user  friendly"  and  watching  Lotus  1-2-3  perform  a  series  of 
computations  using  its  macro  functions  would  probably  intimidate  most  cost 
center  users. 

•  Data  security  -  Lotus  does  not  have  an  autosave  function  to  prevent 
accidental  loss  of  data.  Additionally,  the  Lotus  global  protect  feature  does 
not  provide  adequate  safeguards  to  prevent  the  accidental  manipulation  of 
data  or  formulas.  In  our  opinion,  Lotus  1-2-3  is  more  appropriate  for  the 
experienced  single  user.  Without  the  necessary  safeguards,  a  number  of 
inexperienced  users  using  the  same  copy  of  the  program  will  probably 
result  in  extensive  data  corruption  to  the  cost  centers  data  files  and 
additional  manhours  being  spent  in  correcting  erroneous  data. 

As  a  alternative  to  Lotus,  a  relational  database  program  should  be  considered. 

Several  database  programs,  e.g.,  dBase  IV,  FoxPro,  can  be  compiled,  using  a 

compiler  or  application  generator,  to  create  stand  alone  application  programs. 

Software  of  this  nature  has  several  distinct  advantages  over  Lotus  1-2-3: 

•  Cost  -  By  using  software  that  can  be  compiled,  without  license  restrictions, 
into  executable  programs,  the  School  can  freely  distribute  a  locally 
developed  database  program  without  having  to  purchase  numerous  licensed 
copies  of  the  original  software  package. 

•  Training  -  A  locally  developed  database  program  can  be  designed  with  a 
"user  friendly"  interface.  Unlike  Lotus,  a  compiled  database  program  can 
be  designed  to  be  menu  driven  with  extensive  pop-up  help,  data,  and 
information  screens.  This  would  allow  individuals  with  little  or  no 
computer  experience  to  use  the  program;  thereby  reduce  training  costs. 

•  Security  -  A  locally  developed  database  program  can  be  designed  to 
eliminate  user  tampering;  this  would  prevent  data  file  corruption  and 
increase  the  accuracy  of  input.  Automatic  save  and  backup  features  could 
also  be  incorporated. 

A  number  of  features  considered  appropriate  for  a  "user  friendly”  local 
accounting  program  include: 

•  capable  of  multiple  account  applications. 
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allows  narrative  titles. 


•  pop-up  menu  selection  of  accounts. 

•  able  to  track  account  subtotals. 

•  can  be  configured  with  local  codes  and  serial  numbers. 

•  automatically  tracks  the  use  of  document  serial  numbers,  etc. 

•  has  several  fields  adaptable  for  cost  center  use,  e.g.,  sub-account  numbers 
for  research,  and  budget  codes. 

•  has  pop-up  selection  of  job  order  numbers  for  OPTAR,  i.e..  Software  = 
RXXXX,  Trans  =  EXXXX,  RegFee  =  QXXXX. 

•  hides  unnecessary  fields. 

•  has  an  account  balancing  capability. 

•  requires  an  explanation  for  changes  to  transaction  status. 

•  assigns  sequential  document  numbers  with  override. 

•  has  maintenance  features,  i.e.,  backup,  and  restore. 

•  provides  an  adequate  audit  trail. 

•  provides  automatic  save,  or  queries  to  save,  upon  exit. 
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RECOMMENDATION  2: 


That  NPS  conduct  an  analysis  of  future  information  system  requirements 
for  internal  financial  accounting  and  management  control  systems. 

The  use  of  Lotus  1-2-3  appears  to  be  a  short  term,  and  costly,  solution  to  the 
School’s  need  for  accurate  and  timely  accounting  information.  Not  only  will 
extensive  training  be  required,  but  a  licensed  copy  of  the  software,  or  corporate 
license,  will  be  required  for  each  work  station.  Rather  than  an  emphasis  on  short 
term  solutions,  the  School  should  evaluate  its  future  needs,  if  any,  for  a  long  term 
solution  to  total  system  integration.  In  other  words,  does  the  School  require  a  Local 
Area  Network  to  tie  its  cost  centers  to  the  Research  Accounting  Office  (RAO)  and 
Comptroller  Department?  Could  modem  communications  be  used  to  access 
Comptroller  records,  in  a  read  only  mode,  to  update  cost  center  records?  Will  the 
accounting  software  purchased  now  interface  with  the  hardware  or  software 
requirements  of  an  integrated  system,  and  will  the  software  purchased  today  satisfy 
the  needs  of  tomorrow? 

RECOMMENDATION  3: 

The  Comptroller’s  Monthly  Report  should  be  changed  to  a  more  readable 
format. 

In  its  current  form,  the  Comptroller’s  report  is  difficult  to  read  and  interpret. 
Further,  since  it  is  cumulative  in  nature,  cost  centers  reconciling  their  accounts  must 
review  every  transaction  since  the  beginning  of  the  fiscal  year  to  determine  if  a 
change  in  transaction  status  or  price  has  occurred.  It  is  recommended  that  the 
Comptroller  develop  a  system  that  readily  identifies  transaction  adjustments  or 
switch  to  an  event  based  reporting  format,  i.e.,  report  price  changes,  expenditures, 
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and  cancellations  as  separate  transactions  referencing  the  originating  document 
number. 

RECOMMENDATION  4: 

Cost/sub-cost  center  Funding  Authorizations  should  include  specific 
responsibilities  and  requirements  for  fund  administration  and  account 
reconciliation. 

Fund  Authorizations  for  OPTAR,  and  Granting  of  Funding  Authorizations  for 
research  accounts,  do  not  specify  basic  responsibilities  for  fund  administration  or 
account  reconciliation,  nor  do  they  clearly  define  any  restrictions  and  imposed 
ceilings.  Appropriation  allotments  received  by  the  School  clearly  reflect  restrictions 
on  fund  utilization.  It  would  seem  appropriate  that  cost  centers  be  given  the  same 
guidance  regarding  the  use  of  their  funds.  Guidance  should  clearly  state 
reconciliation  responsibilities,  as  well  as  those  responsibilities  concerning  the 
management  of  research  accounts. 

RECOMMENDATION  5: 

One  assistant  within  each  cost/sub-cost  center  should  be  assigned  overall 
accounting  responsibility. 

Currently,  several  cost  centers  split  accounting  responsibilities  along  functional 
lines,  i.e.,  one  individual  manages  purchasing,  another  travel,  and  another  labor. 
Without  someone  being  assigned  overall  accounting  responsibility,  the  reconciliation 
process  is  prone  to  error. 

RECOMMENDATION  6: 

Separation  of  duties. 

It  was  noted  that  several  cost  centers  have  the  same  individual  assigned  the 
responsibilities  for  requisitioning,  receiving,  and  accounting  for  purchases.  General 
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guidelines  for  internal  control  procedures  require  the  separation  of  accounting  from 
the  custody  of  assets,  as  well  as  the  separation  of  transaction  authorization  from  the 
custody  of  related  assets. 

RECOMMENDATION  7: 

Standardized  Accounting  Terminology. 

The  terminology  used  on  the  Comptroller’s  Monthly  Report  is  confusing  and 
should  be  revised,  e  g., 

•  Change  the  title  of  "Other  Reimbursables",  shown  on  the  monthly 
Reimbursables  Report,  to  "Miscellaneous  Reimbursables".  This  will  prevent 
confusion  with  those  reimbursable  funds  identified  as  "Other"  than  research. 

•  On  the  monthly  OPTAR  Report,  change  the  column  heading  listed  as 
OPTAR  Auth.,  to  OPTAR  Auth.  (less  Travel). 

•  On  the  monthly  OPTAR  Report,  change  the  column  headings  listed  as  OBL 
ORIG  and  OBL/EXP,  to  EST.  OBL.  and  ACT.  OBL. 

RECOMMENDATION  8: 

Training  on  accounting  and  reconciliation  procedures  should  be  regularly 
provided  to  cost  center  personnel. 

While  the  management  guide  developed  in  this  thesis  should  provide  a  solid 
foundation  for  cost  center  account  management,  the  guide  does  not  displace  the 
need  for  training  The  Navy’s  Resource  Management  System  is  complex  and 
dynamic;  local  changes  in  policy  and  personnel  turnover  warrant  training  at  least  on 
a  quarterly  basis. 

RECOMMENDATION  9: 

Annually  update  the  NPS  Cost  Center  Financial  Management  Guide. 

The  financial  management  guide  has  been  prepared  using  information 
^tplicable  to  fiscal  year  1990.  It  is  hoped  that  the  guide  will  continue  to  serve  the 
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needs  of  its  users  well  into  the  future.  In  order  for  the  guide  to  remain 
viable,  however,  it  must  be  continually  updated  and  enhanced.  It  is  recommended 
that  cost  centers  submit  change  recommendations,  throughout  the  year,  to  a  central 
point  within  the  Comptroller  Department,  and  that  someone  within  the  Department 
be  assigned  responsibility  for  the  guide’s  maintenance.  The  master  copy  of  the 
guide,  written  in  Word  Perfect  5.0  and  contained  on  computer  disk,  has  been 
provided  to  the  Comptroller  Department  for  this  purpose . 

B.  CONCLUSIONS 

The  objective  of  this  thesis  was  to  identify  the  functions  and  responsibilities  of 
the  Naval  Postgraduate  School  personnel  who  routinely  manage  operating  and 
research  funds;  and  to  develop  a  comprehensive,  entry  level  financial  management 
guide  to  assist  cost  center  personnel  in  managing  their  financial  resources. 

The  authors  hope  that  the  management  guide  will  serve  as  a  basic  training 
guide  for  NPS  personnel  unfamiliar  with  Navy  accounting  policies  and  practices,  as 
well  as  a  reference  source  for  the  daily  management  of  cost  center  accounts. 
Although  much  of  the  ground  work  has  been  laid,  without  continued  support,  time 
and  the  dynamic  nature  of  financial  management  will  quickly  make  the  guide 
obsolete. 
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PREFACE 


This  guide  is  written  to  assist  persons  who  are  assigned  the  responsibility  of 
accounting  for  government  funds  at  the  Naval  Postgraduate  School.  The  guide  develops  a 
framework  for  understanding  the  Navy  accounting  system  and  provides  a  set  of 
standardized  procedures  for  use  in  appropriated  fund  accounting. 


This  guide  is  divided  into  four  major  parts: 


Part  I 
Part  II 
Part  III 
Part  IV 


Financial  Management  Overview. 
Document  Preparation  Procedures. 
Document  Processing. 

Accounting  Procedures. 


The  text  does  not  profess  to  be  totally  comprehensive;  there  are  numerous 
exceptions  and  many  special  situations  which,  if  explained  in  depth,  would  only  serve  to 
complicate  matters  further.  The  primary  objective  of  this  guide  is  to  provide  a  solid  basis 
for  functioning  in  the  Navy’s  financial  environment.  A  comprehensive  glossary  of  financial 
and  accounting  terms  is  contained  in  Appendix  A.  Appendix  B  provides  a  list  of 
references  which  further  amplify  various  aspects  of  Navy  financial  management. 

We  hope  this  guide  will  be  of  benefit  to  you.  We  certainly  learned  a  great  deal 
putting  it  together. 


David  Mascarin 
Mike  Sanders 

December  1989 
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FINANCIAL  MANAGEMENT  OVERVIEW 


CHAPTER  1 


AN  OVERVIEW  OF 
THE  NAVY  ACCOUNTING  SYSTEM 


Before  introducing  the  general  concepts  associated  with  Navy  accounting,  it  is 
important  to  establish  the  reasons  for  exercising  good  accounting  practices  and 
maintaining  accurate  accounting  records. 

First,  accurate  accounting  records  assist  the  Naval  Postgraduate  School  and 
its  cost  centers  to  stay  within  the  spending  limits  set  by  higher  authority.  A 
violation  of  these  limits  is  a  serious  offense  and  may  result  in  stiff  penalties  being 
imposed  upon  those  who  fail  to  comply  with  federal  regulations.  Secondly, 
inaccurate  accounting  records  may  perpetuate  a  perception  of  inefficient  funds 
management  and  ultimately  lead  to  a  reduction  in  funding.  The  purpose  of  the 
guide,  therefore,  is  to  provide  cost  centers  with  the  information  necessary  to 
maintain  accurate  accounting  records  and  effectively  manage  financial  resources. 

In  this  Chapter  we  will  discuss,  in  general  terms,  the  key  organizations  and 
processes  involved  in  the  Navy  accounting  system  .  First,  we  will  look  at  who 
keeps  accounting  records;  then,  we  will  observe  how  information  ;s  captured  and 
recorded  in  these  records;  and  finally,  we  will  examine  the  reconciliation  process. 


Who  Keeps  Accounting  Records? 

To  efficiently  allocate  and  utilize  resources  within  the  Department  of  the 
Navy,  information  is  needed  at  all  levels  of  management.  Upper  levels  of 
management  require  information  for  long  range  decisions,  while  middle  and  lower 
management  require  information  for  short  range  decisions. 

The  Navy’s  Resource  Management  System  (RMS)  is  a  formal  system  that 
performs  the  functions  of  budgeting,  accounting,  and  managing  funds.  This  system 
is  the  source  of  financial  management  information  for  middle  and  upper  levels  of 
Navy  management;  while  local  records  serve  as  the  basis  for  lower  management 
decisions  and  a  means  of  ensuring  that  information  is  reported  accurately  into  RMS. 

The  need  for  information  at  local  and  higher  levels  of  management  require  at 
least  three  different  sets  of  accounting  records  be  maintained.  The  three  levels  of 
accounting  records  maintained  for  the  Naval  Postgraduate  School  are: 

1.  Financial  Information  Processing  Center  (FIPC).  The  Navy 

Regional  Finance  Center  (NRFC),  Washington,  D.C.,  commonly  referred 
to  as  the  Authorized  Accounting  Activity  (AAA)  is  NPS’s  Financial 
Information  Processing  Center.  It  is  responsible  for  maintaining  the 
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official/legal  accounting  records  for  NPS  and  for  generating  official 
accounting  reports  which  are  forwarded  directly  to  upper  levels  of  Navy 
management. 

2.  NPS  Comptroller.  The  NPS  Comptroller  maintains  a  set  of 
memorandum,  or  unofficial  records.  These  records  centralize  control  of 
NPS  funds  and  provide  a  check  on  the  official  records.  Information 
from  these  records  provide  the  basis  for  resource  management  at  the 
NPS. 

3.  Cost  Center.  The  cost  center  also  maintains  a  set  of  memorandum,  or 
unofficial  records.  A  cost  center  is  a  NPS  department  or  organizational 
entity  that  has  been  delegated  the  authority  to  expend  funds.  Records 
are  kept  at  this  level  to  maintain  a  current  balance,  to  ensure  that 
authorized  spending  ceilings  is  not  exceeded,  and  to  verify  that 
transactions  post  accurately  to  the  Comptroller’s  and  FIPC’s  records. 


How  Information  Gets  into  the  Accounting  Records. 

As  we  have  seen,  the  cost  center,  Comptroller,  and  FIPC  each  maintain 
separate  accounting  records.  Now  let’s  examine  how  transactions  are  captured  and 
recorded  into  the  accounting  records  at  each  of  the  three  levels.  To  understand  this 
we  must  first  understand  the  transaction  cycle. 

Transaction  Cycle. 

Each  transaction  goes  through  a  relatively  simple  series  of  events  called  the 
transaction  cycle.  As  a  transaction  goes  through  this  cycle,  the  transaction’s 
accounting  status  changes.  The  following  events  describe  the  transaction  cycle  and 
its  relationship  to  the  accounting  status  (see  Figure  1.1): 

1.  The  cycle  begins  when  a  need  for  material  or  service  arises. 

2.  The  fund  manager  authorizes  the  purchase  of  an  item  or  service  with  a 
requisition.  The  requisition  obligates  the  funds  needed  for  the  purchase. 
This  Obligation  is  considered  an  Undelivered  Order  (UDO)  until  goods 
and  services  have  been  received. 

3.  When  the  item  or  service  is  received,  payment  is  due  to  the  supplier. 
The  funds  remain  in  an  obligated  status,  but  the  Obligation  is  now 
classified  as  an  Accounts  Payable. 

4.  The  supplier  bills  the  government  by  mailing  an  invoice  to  the  receiving 
activity.  Once  the  invoice  is  certified  to  be  proper,  it  is  forwarded  to 
the  appropriate  paying  office  for  payment. 
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The  Transaction  Cycle 

Transaction  events  Accounting  status 

1 

Raqulaltlon 

Obligation 

prepared 

1 

1 

Goods  or  Osrvlcs 

— 

Obligation 

reealvad 

(Aooounta  Payabla' 

1 

Bin  ptld 

Expandllura 

Figure  1.1  Transaction  Cycle 


The  transaction  cycle  is  complete  when  the  supplier  is  paid  and 
the  payment  information  is  matched  with  the  initial  obligation.  The 
Obligation  is  then  liquidated  and  the  transaction  is  then  classified  as  an 
Expenditure . 

The  following  definitions  further  amplify  the  meaning  of  the  transaction’s 
accounting  status: 

1.  Obligation.  An  obligation  is  a  legal  reservation  of  funds.  An 
obligation  is  incurred  when  an  order  is  placed,  or  when  a  contract  is 
awarded  for  the  delivery  of  goods  or  performance  of  services.  An 
obligation  legally  encumbers  a  specific  sum  of  money  for  future 
expenditure.  Examples  of  obligations  include  the  issuance  of  travel 
orders  or  requisitions. 

2.  Expenditure.  An  expenditure  is  the  actual  payment,  disbursement,  or 
transfer  of  funds.  It  represents  the  final  stage  of  the  transaction  cycle. 

Using  the  transaction  cycle  as  a  frame  of  reference,  we  can  now  examine  how> 
these  events  are  captured  and  recorded  by  the  accounting  system.  Figure  1.2 
provides  a  graphical  representation  of  how  accounting  information  enters  the  Navy 
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accounting  system.  The  circled  letters  in  the  diagram  corresponds  to  the  narrative 
below: 


(A)  When  a  requisition  or  set  of  travel  orders  is  initiated,  the  transaction  is 
entered  in  the  cost  center’s  ledger  as  an  obligation. 


(B)  Requisitions  and  travel  orders  are  passed  to  the  Comptroller 
Department,  where  the  transaction  is  entered  as  an  obligation  into  both  the 
Comptroller’s  memorandum  records  and  the  official  records  at  the  FIPC. 
Comptroller  personnel  enter  obligations  into  the  FIPC  database  through  on¬ 
line  computer  terminals. 
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(C)  After  items  requested  have  been  ordered,  the  Supply  Department 
notifies  the  Comptroller  of  any  price  changes.  This  information  is  used  to 
adjust  the  amount  of  the  Obligation  in  both  the  Comptroller’s  memorandum 
records  and  the  official  records  at  the  FIPC. 

(D)  When  a  Disbursing  Office  (located  at  a  FIPC  or  a  field  activity)  pays  a 
vendor’s  invoice  or  a  travel  claim,  the  information  is  reported  electronically  to 
the  appropriate  FIPC.  The  payment  information  is  then  electronically 
matched  with  obligations  resident  in  the  FIPC  database.  If  the  information 
matches,  the  matched  obligation  is  liquidated  and  the  transaction  is  reflected 
as  an  expenditure  in  the  official  records. 

The  amount  of  the  expenditure  often  differs  from  the  amount  of  the 
obligation.  This  is  almost  always  the  case  with  travel  expenses,  since  it  is 
difficult  to  predict  the  exact  amount  of  the  travel  entitlement.  The  amount 
paid  suppliers  of  goods  and  services  can  also  differ  as  a  result  of  discounts 
taken  for  early  payment.  Expenditure  posting  errors  can  also  lead  to 
differences  in  the  amount  obligated  and  expended.  When  the  expenditure 
posts  to  the  accounting  records,  the  obligation  is  liquidated  and  replaced  with 
the  actual  amount  of  the  expenditure. 

As  Figure  1.2  illustrates,  some  events  are  not  captured  by  all  three  levels.  As 
a  result  of  this  inconsistency,  a  mechanism  must  exist  for  transmitting  information 
and  reconciling  differences  between  the  three  levels.  This  is  where  the 
reconciliation  process  comes  in. 


The  Reconciliation  Process. 

Much  like  the  bank  statements  used  to  reconcile  checking  accounts,  monthly 
accounting  reports  are  used  to  reconcile  memorandum  accounting  records  with  the 
official  records.  Each  month,  the  FIPC  produces  a  set  of  accounting 
reports/transaction  listings  reflecting  the  activity  in  the  official  records.  The 
Comptroller  reconciles  the  locally  maintained  memorandum  records  with  information 
in  these  FIPC  reports/transaction  listings.  The  Comptroller  subsequently  issues  a 
monthly  report  to  cost  centers  from  their  updated  accounting  records,  and  cost 
centers  reconcile  their  records  from  information  contained  in  these  reports. 

Monthly  accounting  reports  serve  three  principle  functions  in  the  reconciliation 
process: 


First,  they  serve  as  the  primary  source  of  information  for  making 
adjustments.  Referring  back  to  Figure  1.2,  we  see  that  expenditure 
information  is  captured  by  the  FIPC,  but  not  by  the  Comptroller  or  cost 
center  We  also  see  that  price  changes  are  reflected  in  the  FIPC  and 
Comptroller  records,  but  not  in  those  of  the  cost  center.  Monthly  accounting 
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reports  provide  price  change,  cancellation  and  expenditure  information  to  cost 
centers  -  just  as  bank  statements  provide  interest  earned,  bank  fees,  or  check 
printing  charges.  Expenditure  information  is  transmitted  to  the  Comptroller  | 
through  the  AAA/FIPC  Monthly  reports  and  transaction  listings.  Expenditures 
and  price  changes  are  further  transmitted  to  individual  cost  centers  through 
the  Comptroller  monthly  reports.  See  (E)  and  (F)  shown  in  Figure  1.3. 


The  Navy  Accounting  System 

(Continued) 

NRFC  Washington  (AAA/FIPC) 
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I  la  faaftaraa  wfaia  ,  \ ' 


Figure  1.3  Reconciliation  Process 


Second,  accounting  reports  provide  a  means  of  ensuring  that  obligations  post 
to  the  official  records  accurately  and  in  a  timely  manner.  Just  as  a  person 
balancing  a  bank  statement  expects  to  have  outstanding  checks,  the  cost  center  can 
expect  that  recent  obligations  will  not  have  posted  to  the  Comptroller  or  FIPC 
records.  Obligations  that  do  not  post  in  a  reasonable  amount  of  time  should  be 
researched. 

Third,  accounting  reports  serve  as  a  means  of  identifying  erroneous 
transactions,  e.g.,  charged  to  the  wrong  activity,  charged  to  the  wrong  job  order 
number,  double  charges  or  incorrect  amounts.  The  monthly  report  provides  the 
feedback  necessary  to  catch  these  errors. 
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Summary. 

To  facilitate  efficient  use  of  scarce  financial  resources,  current  and  accurate 
accounting  information  is  required  at  all  levels  of  the  Department  of  the  Navy. 

This  requirement  for  information  demands  that  accounting  records  be  maintained  at 
three  different  levels.  While  local  accounting  records  provide  the  manager  with  vital 
real  time  information,  they  also  afford  a  means  of  ensuring  that  transactions  are 
reported  accurately  into  the  official  records.  The  official  records,  on  the  other  hand, 
provide  additional  information  needed  to  update  the  local  records.  The  ability  to 
conceptualize  this  interdependence  of  accounting  records  and  the  flow  of  information, 
is  essential  to  understanding  the  Navy  accounting  system. 


CHAPTER  2 


RESOURCE  MANAGEMENT  SYSTEM 

ORGANIZATION 

and 

FUNDING  PROCESS  OVERVIEW 

RMS  Organization. 


Introduction. 

Funds  within  the  Department  of  the  Navy  generally  flow  from  the  Comptroller 
of  the  Navy  (NAVCOMPT)  to  the  Fund  Administering  Activity  (Figure  2.1).  The 
Navy’s  Resource  Management  System  (RMS)  is  designed  to  account  for  these  funds 
and  ensure  efficient  allocation  in  support  of  the  Navy’s  mission.  The  system  also 
affords  a  means  of  ensuring  that  monies  entrusted  for  national  defense  are  used  in 
the  manner  prescribed  by  Congress.  The  following  section  provides  a  brief  summary 
of  the  various  organizations  involved  in  the  funding  process,  and  their  functions  as 
they  apply  to  the  Naval  Postgraduate  School. 


Who  Does  What  and  Why. 

Administering  Office  -  Field  Support  Activity  (FSA). 

The  Field  Support  Activity  (OP-09BF)  is  the  Administering  Office  responsible  for 
budgeting,  accounting,  and  reporting  to  the  Chief  of  Naval  Operations  (CNO)  on  fund 
allocations  pertaining  to  various  naval  activities,  including  the  Naval  Postgraduate 
School.  The  FSA  is  the  major  claimant  for  NPS,  and  as  such  it  controls  the  School’s 
"purse-strings ".  Funding  is  provided  to  NPS  in  the  form  of  an  annual  allotment. 

Although  NPS  receives  an  annual  allotment,  the  funds  are  actually  apportioned  on 
a  quarterly  basis.  This  allows  the  FSA  to  oversee  the  School’s  rate  of  spending.  The  FSA 
also  monitors  budget  execution  performance  at  the  Naval  Postgraduate  School  by 
comparing  the  financial  performance  data  documented  in  the  Financial  Information 
Processing  Center's  (FIPC)  official  financial  reports,  to  the  fiscal  year  budget  approved 
for  NPS.  Failure  by  NPS  to  adequately  manage  financial  resources,  or  the  perception  of 
such  a  state  as  indicated  by  inaccurate  FIPC  reports,  could  result  in  a  redistribution  of 
funds  to  other  competing  organizations  administered  by  OP-09BF;  e.g.,  the  U.S.  Naval 
Academy  and  Naval  War  College.  Legal  proceedings  may  also  result  if  funds  are  not 
properly  managed 
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DIRECT  FUNDING 


OPTARS 


Figure  2.1  Flow  of  Funds 
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Fund  Administering  Activity  (FAA)/ResponsibiIity  Center  -  Naval 
Postgraduate  School. 

In  RMS  terminology,  the  Naval  Postgraduate  School  is  a  Fund 
Administering  Activity.  ("Fund  Administering  Activity"  has  replaced  the  former 
RMS  term,  "Responsibility  Center".)  NPS  is  headed  by  a  naval  officer,  the 
Superintendent,  who  is  responsible  for  the  management  of  the  School’s  financial 
resources.  As  such,  the  Superintendent  could  be  subject  to  legal  proceedings/ 
disciplinary  action  if  federal  laws,  with  respect  to  proper  financial  management,  are 
violated. 

In  practical  terms,  the  Superintendent  delegates  authority  to  the  NPS 
Comptroller  to  manage  the  School’s  finances.  As  such,  the  Comptroller  functions  as 
"an  Assistant  to  the  Superintendent,  for  duties  which  include  developing, 
coordinating,  and  maintaining  an  integrated  staff  service  in  the  financial 
management  area  which  will  provide  the  Superintendent  the  factual  data  essential 
for  effective  management  control."  The  duties  and  responsibilities  of  the  Comptroller 
Department  include: 

1.  Translating  NPS  program  requirements  into  a  financial  plan. 

2.  Formulating  the  NPS  budget. 

3.  Comparing  program  performance  with  the  financial  plan,  and 
determining  where  reprogramming  of  finances  may  be  required. 

4.  Acting  as  liaison  with  the  Chief  of  Naval  Operations/Field  Support 
Activity  (OP-09BF)  and  NPS’s  Authorizing  Accounting  Activity /Financial 
Information  Processing  Center  (AAA/FIPC),  on  accounting  matters 
relating  to  the  School’s  budget  and  assigned  funds. 

5.  Maintaining  memorandum  accounting  i  ecords  for  all  funds  assigned  to 
the  Superintendent,  and  forwarding  all  obligation  documents  to  the 
AAA/FIPC. 

6.  Introduction  of  obligation/expense  transactions  into  the  AAA/FIPC 
database. 

7.  Performing  timekeeping  and  payroll  functions  for  civilian  personnel 
employed  at  NPS. 

In  addition  to  the  responsibilities  listed  above,  the  Comptroller  is  also 
responsible  for  providing  the  cost  centers  with  financial  management  policy 
guidance,  disseminating  information  related  to  financial  matters,  and  collecting  and 
processing  accounting  documents. 
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The  structure  of  the  NPS  Comptroller  Department  is  illustrated  in 
Appendix  C  -  Organizational  Charts. 

Cost  Centers/Sub  Cost  Centers  -  NPS  Departments. 


Cost  centers/sub-cost  centers  are  subdivisions  of  a  Fund  Administering 
Activity.  At  NPS,  cost  centers  end  sub-cost  centers  are  those  departments  which 
receive  a  portion  of  the  School’s  normal  operating  funds.  These  funds  are  known  as 
an  "Operating  Target"  or  "OPTAR". 


Note:  While  coet  centers  ere  heeded  by  line  menegere,  i.e.,  Director  of 
Programs  (Code  03),  Director  of  Military  Operations  (Code  04),  Dean  of 
Information  and  Policy  Sciences  Code  05),  Dean  of  Science  and  Engineering 
(Code  06);  and  sub-cost  centers  are  the  various  department*  working  beneath 
the  line  managers,  for  simplicity  both  will  be  referred  to  ae  "cost  centers". 


While  the  Comptroller  is  responsible  for  providing  the  cost  centers  with 
information,  guidance  and  administrative  support;  the  cost  centers  have  a  reciprocal 
responsibility  to  the  Comptroller  to  provide  obligation  and  budgeting  information. 
This  includes  submitting  accurate  and  timely  source  documents  for  the  purchase  of 
supplies,  travel,  and  labor;  as  well  as  reconciling  cost  center  accounting  records  and 
providing  inputs  to  support  the  School’s  budget  plan.  Cost  centers  must  also 
properly  manage  their  financial  resources,  and  exercise  controls  to  stay  within  the 
limits  established  by  the  Comptroller  and  Superintendent. 

Authorization  Accounting  Activity/Financial  Information  Processing  Center 
(AAA/FIPC)  -  Navy  Regional  Finance  Center  (NRFC),  Washington  D.C. 

The  Navy  Regional  Finance  Center  (NRFC),  Washington,  D.C.,  is  the 
AAA/FIPC  for  the  Naval  Postgraduate  School.  The  AAA/FIPC  provides  bill  paying 
and  accounting  services,  performs  civilian  employee  payroll  functions,  maintains  the 
School’s  financial  database,  and  provides  periodic  official  accounting/financial 
management  reports  to  NPS  and  its  major  claimant,  the  FSA  (OP-09BF). 


Obligations  incurred  by  NPS  are  entered  into  the  Navy’s  official  accounting 
system  by  means  of  computer  terminals  located  in  the  offices  of  the  NPS 
Comptroller.  These  remote  terminals  use  a  database  system,  known  as  "WESTI" 
(Westinghouse),  to  input  obligations  directly  into  the  automatic  data  processing 


(ADP)  hardware  at  the  FIPC. 
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Figure  2.2  IDAFMS:  Flow  of  Information 


Figure  2.3  Flow  of  Financial  Information 
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The  concept  of  integrated  data  processing  equipment  tied  directly  to  field 
activities  by  means  of  remote  terminals,  is  the  Integrated  Disbursing  and 
Accounting  Financial  Management  System  (IDAFMS)  (Figure  2.2).  It  is  also 
referred  to  as  the  Integrated  Disbursing  and  Accounting  Resource  Management 
System  (IDARMS),  pronounced  "Ida-Rim8,,. 

Although  obligation  data  is  entered  into  the  FIPC’s  database  via  the  School’s 
remote  terminals,  the  FIPC  does  not  disburse  funds  to  a  vendor  based  upon  this 
information.  The  invoice  and  supporting  documentation,  showing  that  the  goods  or 
services  were  ordered  and  received,  must  also  be  provided.  Once  the  certified 
invoice  arrives  at  the  FIPC,  it  is  validated  against  pre-established  review  criteria 
and,  if  everything  is  in  order,  a  check  is  sent  to  the  supplier  (Figure  2.3).  The 
accounting  data  on  the  invoice  is  then  matched  to  the  previously  established 
obligation  and  the  expenditure  is  recorded  into  the  IDARMS. 

A  monthly  series  of  official  accounting  reports  and  transaction  listings  are 
generated  by  the  FIPC  and  sent  to  the  NPS  Comptroller.  The  NPS  OPBUD  and 
Reimbursable  Account  divisions,  condense  the  information  contained  in  these 
financial  reports/listings  and  then  distribute  their  own  reports  to  the  cost  centers. 
Cost  centers  use  the  monthly  NPS  reports,  i.e.,  Monthly  OPTAR  Report  and 
Reimbursable  Report,  to  reconcile  their  books. 


The  Funding  Process. 


Introduction. 

A  detailed  discussion  of  the  Department  of  Defense  budgetary  process,  and  its 
relationship  to  the  allocation  of  Federal  funds,  is  well  beyond  the  scope  of  this 
accounting  guide.  A  brief  overview,  however,  should  help  you  to  understand  the 
process  by  which  the  Navy  and,  ultimately,  the  Naval  Postgraduate  School  receives 
its  operating  funds. 

This  section  explains  how  funding  requirements  are  determined,  how  the 
funds  are  provided,  and  the  types  of  appropriations  typically  encountered  at  NPS. 


The  Big  Picture  -  Where  Does  the  Money  Come  From? 

The  Planning,  Programming,  and  Budgeting  System  (PPBS). 

The  need  for  military  programs,  and  the  estimated  funds  to  support  them,  are 
developed  within  a  Department  of  Defense  management  system  known  as  the 
Planning,  Programming,  and  Budgeting  System  (PPBS).  The  PPBS  is  concerned 
primarily  with  the  management  of  resources  to  meet  strategic  needs.  In  a 
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"nutshell",  the  PPBS  develops  a  strategy  based  upon  the  anticipated  threat  to 
national  security.  The  strategy  requirements  are  determined,  and  programs  are 
then  developed  to  execute  the  strategy  and  counter  the  threat.  A  budgeting  process 
estimates  the  funds  necessary  to  support  the  programs  and  submits  proposals  to  the 
Secretary  of  Defense  for  approval.  Approved  programs  from  the  various  Service 
Departments,  i.e.,  Army,  Navy,  and  Air  Force,  form  the  DOD  budget  submission 
which  is  incorporated  into  the  President’s  budget  and  presented  to  Congress 
annually. 

When  Congress  receives  the 
President’s  annual  budget  request, 
a  Congressionally  adopted  Budget 
Resolution  is  developed,  which 
provides  Congress  with  fiscal 
guidance  for  the  upcoming  year. 

This  fiscal  guidance  is  used  by  a 
group  of  committees,  known  as 
Authorizing  Committees,  to  legally 
authorize  Federal  programs  and  set 
maximum  program  spending  levels. 

( Authorizations  do  not  permit 
program  spending;  but 
authorizations  must  be  in  place 
before  money  can  be  appropriated 
for  the  program.)  The  authorizing 
legislation  for  the  Department  of 
Defense  is  prepared  by  the  House 
and  Senate  Armed  Services 
Committees. 


Once  programs  have  been 
authorized,  appropriation 
legislation  for  the  Department  of  Defense  is  prepared  by  the  Defense  Subcommittees  of 
the  House  and  Senate  Appropriation  Committees.  Appropriation  legislation  provides 
funds  for  Federal  programs  and  may  be  less  than,  or  equal  to,  the  maximum  amount 
established  by  the  program’s  authorization.  (Even  if  a  program  has  been  authorize.1,  it 
cannot  spend  money  unless  the  funds  have  been  appropriated.)  Appropriation 
legislation  is  signed  by  the  President  and  becomes  a  public  law  (refer  to  Figure  2.4). 
When  people  refer  to  a  budget  as  being  "approved",  or  "passed",  they  are  usually 
referring  to  the  particular  Appropriations  Act.  Appropriation  legislation  for  the 
Department  of  Defense  is  known  as  the  "Department  of  Defense  Appropriations  Act". 


BUDGET  PRESENTATION  AND  REVIEW 
DEFENSE  APPROPRIATIONS  Et 
AUTHORIZATION  BILLS 


igure  2.4  Defense  Appropriations  Bills 
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Special  Situations. 

Sequestration. 

The  Gramm-Rudman-Hollings  Act  of  1985  established  special  procedures  to 
enforce  maximum  deficit  amounts  for  fiscal  years  1988  through  1993.  In  short,  the 
Congressional  and  Administration  budget  offices  independently  estimate  the  deficit  for 
the  upcoming  fiscal  year;  if  the  estimated  deficit  is  expected  to  exceed  the  established 
maximum  deficit  amount  by  more  than  $10  billion,  the  President  must  issue  an  order  to 
reduce  spending,  or  cancel  budgetary  resources,  as  required.  This  order  would  become 
effective  on  October  1,  the  start  of  the  new  fiscal  year. 

Continuing  Resolution. 

If  Congress  has  not  passed  the  Appropriations  Act  before  the  beginning  of  the  new 
fiscal  year,  a  Continuing  Resolution  is  normally  passed  to  provide  continued  funding  of 
Federal  programs  until  the  Appropriations  Act  is  passed.  This  usually  entails 
maintaining  spending  levels  at  the  previous  years  rates  with  no  new  program  starts. 


The  Big  Picture  -  Sharing  the  Wealth. 

Once  the  Appropriation  Act  is  enacted  by  Congress  and  signed  by  the  President, 
appropriations  pertaining  to  defense  are  apportioned  to  the  Defense  Department  and 
then  re-apportioned  to  the  Department  of  the  Navy.  Annual  appropriations  are 
apportioned  on  a  quarterly  basis,  while  multi-year  appropriations  are  apportioned  on  an 
annual  basis.  This  allows  Congress  to  closely  track  DOD  spending  levels. 

After  appropriations  have  been  apportioned  to  the  Secretary  of  the  Navy,  the 
Comptroller  of  the  Navy  (NAVCOMPT)  allocates  funds  to  major  claimants,  or 
Administering  Offices",  for  obligation  at  the  field  level.  Allocations  to  the  major 
claimants  are  further  distributed  to  field  activities,  i.e.,  the  FAA,  as  allotments.  Each 
allotment  is  received  by  the  FAA  on  a  NAVCOMPT  Form  2168-1  "Resource 
Authorization"  (Figure  2.5). 

Allotments  issued  to  an  FAA  might  be  for  a  specific  mission  or  for  general 
operations,  depending  upon  the  allotment’s  specific  purpose.  Each  allotment’s  funds 
must  be  separately  accounted  for. 

The  final  distribution  of  funds  is  known  as  an  Operating  Target.  Operating 
Targets  redistribute  the  FAA’s  allotment  to  the  cost  centers,  and  provide  funds  for  the 
cost  centers’  daily  operations. 
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Note:  Prior  to  fiscal  year  1989,  allotments  were  provided  to  obligate  and 
expend  funds  for  very  specific  functions.  Funds  designated  for  general 
operations  were  provided  as  Operating  Budgets  (OPBUD).  The  term 
Operating  Budget  has  since  been  eliminated  and  allotments  now  refer  to  any 
appropriated  funds  distributed  to  a  Fund  Administering  Activity. 


Different  Types  of  Money? 

Department  of  the  Navy  Appropriations. 

Congress  provides  appropriations  to  the  Secretary  of  Defense  (SECDEF)  who 
redistributes  the  funds  to  the  various  Service  Departments.  The  Department  of  the 
Navy  has  eleven  major  appropriations  divided  into  two  categories;  Expense 
Appropriations  and  Investment  Appropriations.  The  two  appropriation  types  most  likely 
to  be  encountered  by  NPS  cost  center  personnel  are:  Operations  and  Maintenance,  Navy 
(0&M,N),  and  Other  Procurement,  Navy  (OPN). 

Expense  Type  Appropriation  -  Operations  and  Maintenance,  Navy 
(OAM,N). 

Expense  type  appropriations  finance  the  cost  of  ongoing  operations;  e.g., 
materials,  base  operations,  civilian  payroll,  maintenance  of  property,  training, 
service,  repairs,  etc.  NPS  uses  0&M,N  appropriations  to  finance  daily  operational 
needs  and  the  majority  of  its  Navy  research  projects. 

The  appropriation  symbol  for  0&M,N  funds,  found  on  funding  authorization 
documents  and  used  in  0&M,N  accounting  classification  codes,  is:  17_1804. 

Investment  Type  Appropriation  -  Other  Procurement,  Navy  (OPN). 

Investment  type  appropriations  provide  funds  for  purchasing  items  or 
systems  with  a  unit  value  of  $15.000  or  more.  If  an  item  consists  of  sub¬ 
components,  and  these  sub-components  are  necessary  for  the  item  to  function 
properly,  then  this  would  be  considered  a  system.  0&M,N  funds  may  not  be  used 
to  purchase  the  components  of  a  system,  where  the  total  cost  of  the  system  would 
exceed  $15,000.  The  system  must  be  financed  with  OPN  funds.  NPS  uses  OPN 
appropriations  primarily  to  finance  the  procurement  and  modernization  of 
equipment;  e.g.,  large  computer  systems,  vehicles,  etc. 

Typically,  NPS  cost  center  personnel  will  not  be  involved  with  OPN 
appropriations.  They  may,  however,  encounter  OPN  appropriations  for  large 
departmental  purchases.  The  OPN  appropriation  symbol  is:  17_1810. 
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Appropriated  Fund  Terminology. 

Expense  and  Investment  Appropriations  may  be  further  categorized  into 
Obligational  Availability  Periods;  with  funding  being  provided  on  an  incremental  or  fully 
funded  basis.  To  better  understand  Navy  appropriations,  cost  center  personnel  should 
be  familiar  with  the  following  terms  regarding  appropriated  fund  status  and  funding 
time  constraints: 


Obligation  Availability  Period  (OAP). 

An  Obligational  Availability  Period  is  a  period  of  time  allowed  to  obligate 
funds.  This  is  very  different  from  expending  funds.  For  example,  when  an  order 
is  placed  with  a  vendor  funds  are  obligated;  i.e.,  a  legal  obligation  exists  to  pay  the 
vendor  when  the  service  is  provided  or  the  item  is  received.  After  receipt  of  the 
item  or  service,  a  charge  is  made  against  available  funds  and  the  funds  become 
expended.  Therefore,  as  long  as  an  order  is  placed  during  the  OAP,  and  it 
conforms  to  Government  regulations,  the  order  is  a  legal  obligation  of  funds,  not 
an  expenditure. 

The  Obligation  Availability  Period  for  0&M,N  appropriations  is 
generally  one  year.  The  OAP  for  OPN  appropriations  is  usually  three  years. 

Expenditure  Availability  Period  (EAP). 

Once  the  OAP  ends,  an  appropriation  becomes  an  Expired  Appropriation 
and  funds  from  that  appropriation  may  no  longer  be  obligated.  Following  the 
OAP,  however,  a  two  year  Expenditure  Availability  Period  (EAP)  exists,  which 
allows  the  liquidation  (expenditure)  of  outstanding  obligations.  The  EAP  applies 
to  all  appropriations. 

With  respect  to  accounting  procedures;  if  an  OAP  lasts  for  one  year,  which  is 
generally  the  case  for  cost  center  funds,  and  the  EAP  lasts  for  another  two  years  - 
then  accounting  ledgers  must  usually  be  maintained  for  a  total  of  three  years. 

Lapsed  Appropriation. 

After  the  Expenditure  Availability  Period,  the  appropriation  becomes  a 
Lapsed  Appropriation.  Outstanding  obligations  from  a  Lapsed  Appropriation  may 
no  longer  be  disbursed  in  the  normal  manner. 
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Figure  2.5  NAVCOMPT  Form  2168-1:  Resource  Authorization 
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Successor  "M"  Account. 

Obligated  balances  from  lapsed  appropriations  accounts  transfer/merge  to 
the  appropriations  Successor  "M"  Account.  These  funds  lose  their  fiscal  year 
identity  for  expenditure  purposes  and  remain  available  indefinitely.  Funds  which 
transfer  to  the  "M"  account  usually  result  from  poor  accounting  and  reconciliation 
practices;  where  outstanding  obligations  have  not  been  adequately  tracked  or 
cancellations  of  orders  have  not  been  reported. 

Obligations  transferred  to  the  Successor  "M"  Account  receive  high  level 
attention,  as  Government  funds  are  tied  up  for  an  indefinite  period  of  time. 
Consistent  transfers  of  funds  to  the  Successor  "M"  Account  represent  poor 
financial  management  practices,  and  as  such,  could  result  in  the  major  claimant 
(OP-09BF)  reducing  NPS  funding  levels.  Remember  to  track  the  status  of  vour 
obligations  and  avoid  the  limelight! 

Incremental/Fully  Funded  Appropriations. 

An  incremental  appropriation  means  that  Congress  must  vote  each  year 
to  approve  funds  for  a  particular  program.  0&M,N  appropriations  are  usually 
provided  on  an  incremental  (annual)  basis. 

Fully  funded  appropriations  are  funds  appropriated  during  one  fiscal 
year  for  a  program  or  project  expected  to  last  for  several  years.  OPN 
appropriations  may  be  fully  funded  for  up  to  three  years. 

Accounting  Classification/Local  Management  Codes. 

Accounting  Classification  and  Local  Management  Codes  are  used  on 
purchase  request,  obligation  and  expenditure  documents;  and  provide  a  means 
of  accumulating,  tracking  and  reporting  financial/accounting  information  by 
purpose  and  location.  In  other  words,  the  codes  define  why  money  was  spent 
and  who  spent  it.  For  example;  a  Job  Order  Number,  which  at  NPS  is 
comprised  of  a  five  letter  code,  may  be  used  to  identify  accrued  expenses  by 
sub-cost  center,  as  well  as  provide  information  regarding  the  purpose  of  the 
obligation/expenditure . 

Further  information  on  Accounting  Classification  and  Local  Management 
Codes  is  contained  in  Chapter  4  -  Coding  Systems. 
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FUND  MANAGEMENT  AT  THE 
NAVAL  POSTGRADUATE  SCHOOL 


Introduction. 

Funds  come  to  NPS  in  two  ways:  through  direct  appropriations  and  through 
reimbursable  orders.  In  direct  appropriation;  i.e.,  0&M,N,  OPN,  etc.,  funds  are 
allocated  to  NPS  directly  from  the  major  claimant  (OP-09BF).  Reimbursable  funds, 
on  the  other  hand,  might  be  funds  originally  appropriated  for  other  Navy  or 
government  organizations,  or  they  might  be  funds  provided  by  private  companies 
(Figure  3.2).  Regardless  of  the  source,  reimbursable  funds  represent  a  lateral 
transfer  of  monies  to  NPS  for  the  purpose  of  completing  a  project  or  service  not 
normally  funded  by  OP-09BF.  Because  of  the  nature  of  direct  and  reimbursable 
funding,  each  must  be  managed  differently.  This  chapter  provides  an  overview  of 
the  legal  implications  regarding  fund  management,  as  well  as  some  insight  into  the 
nature  and  management  of  direct  and  reimbursable  funds. 


Legal  Aspects  of  Fund  Management. 

The  laws  pertaining  to  appropriated 
funds  are  contained  in  a  group  of  statutes 
under  U.S.  Code  Title  31  (collectively  referred 
to  as  the  "Anti-Deficiency  Act");  as  well  as 
U.S.C.  Title  31  Sections  1301  (a)  and  1517. 

In  short,  appropriations  have  three  primary 
limits:  purpose,  time  and  dollar.  Any 
violation  of  these  limits  is  a  serious  offense. 

Persons  violating  the  law  could  be  subject  to 
disciplinary  actions,  which  may  include 
suspension  without  pay  or  removal  from 
office.  Knowing,  or  willful,  violations  of 
Section  1517  may  result  in  criminal  penalties 
of  a  fine  up  to  $5,000  or  imprisonment  for  not 
more  than  two  years,  or  both. 

The  lowest  level  holding  Title  31 
responsibility  is  the  Fund  Administering 
Activity;  e.g.,  the  Superintendent  of  the  Naval 
Postgraduate  School.  Operating  Targets  issued  to  departments  (cost  centers)  do  not 
carry  direct  Title  31  responsibility,  as  OPTARs  are  considered  administrative  limitations 
rather  than  legal  limitations.  This  statement,  however,  should  not  be  construed  to  mean 


LIMITS  OF  AN 
APPROPRIATION 


PURPOSE 


$  LIMIT 


TIME 


Figure  3.1  Appropriation  Limits 
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that  cost  center  violations  of  Title  31  are  inconsequential.  Consistent  failure  of 
personnel  to  maintain  their  accounts  within  the  prescribed  limits  is  cause  for 
disciplinary  action  or  dismissal  from  office. 

Violations  of  the  Anti-Deficiency  Act  may  occur  for  a  variety  of  reasons 
including:  accounting  errors  leading  to  actual  over-obligation  or  over-expenditure, 
transferring  funds  between  accounts,  failure  to  post  obligations  to  accounting 
records,  and  delays  in  posting  transactions  to  the  accounting  records.  If  a  violation 
does  occur,  a  violation  report  must  be  forwarded  to  the  Comptroller  of  the  Navy. 
NAVCOMPT  will  then  draft  a  report  for  transmission  to  the  President,  via  the 
Department  of  Defense  and  Office  of  Management  and  Budget  (OMB).  Copies  of  the 
report  are  also  forwar  led  to  the  President  of  the  Senate  and  Speaker  of  the  House 
of  Representatives. 

Title  31  U.S.  Code  Section  1301  (a). 

Section  1301  (a)  requires  that  appropriated  funds  be  used  only  for  purposes 
for  which  the  appropriation  was  made.  The  law  states,  "Appropriations  shall  be 
applied  only  to  the  objects  for  which  the  appropriations  were  made  except  as 
otherwise  provided  by  law". 

Currently,  there  is  no  reporting  requirement  for  violations  of  Section  1301  (a); 
however,  if  funds  from  one  appropriation  account  have  been  spent  on  items  which 
should  have  been  funded  from  a  different  appropriation,  then  adjustments  must  be 
made  to  the  accounting  records  of  both  appropriations.  This  would  entail  crediting 
the  amount  of  the  expenditure  to  the  appropriation  account  from  which  funds  were 
incorrectly  expended  and  debiting  the  other  appropriation  account  by  the  same 
amount.  If  the  adjustments  result  in  an  over-obligation  or  over-expenditure  of  an 
appropriation  account,  then  a  violation  of  Section  1517  has  occurred  and  a  violation 
report  must  then  be  prepared.  As  an  example,  if  a  computer  system  costing 
$15,000  is  purchased  with  0&M,N  (expense  type  funds),  rather  than  with  OPN 
(investment  type  funds)  as  it  should  have  been,  a  violation  of  Title  31  Section  1301 
(a)  has  occurred.  Adjustments  must  be  made  to  the  two  accounts  when  the  error  is 
discovered,  i.e.,  $15,000  must  be  credited  to  the  0&M,N  account  and  $15,000 
debited  against  the  account  for  OPN.  If  the  purchase  was  not  budgeted  for,  and 
insufficient  OPN  funds  are  available  to  finance  the  purchase,  then  a  violation  of 
Title  31  Section  1517  has  occurred,  and  a  violation  report  must  be  submitted. 

Title  31  U.S.  Code  Section  1517. 

Section  1517  prohibits  authorizing  an  obligation  in  excess  of  the  amount 
available  in  an  appropriation  (or  subdivision  thereof)  or  in  excess  of  the  amount 
permitted  by  agency  regulations.  This  law  pertains  to  the  total  obligated  authority, 
i.e.,  spending  limits,  specified  in  the  Resource  Authorization  (NAVCOMPT  Form 
2168-1)  provided  to  the  Naval  Postgraduate  School  by  the  FSA  (OP-09BF).  Over¬ 
obligation  of  reimbursable  funds  could  result  in  a  violation  of  Section  1517  in  that, 
if  the  provider  of  the  reimbursable  funds  refused  to  cover  the  over-obligation,  NPS 
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would  be  forced  to  cover  the  over-obligation  with  its  own  direct  funds.  This,  in 
turn,  might  force  NPS  to  exceed  its  direct  spending  authority. 

Anti-Deficiency  Act:  Title  31  U.S.  Code  Sections  1341,  1349-1350;  1512-1514, 
1517-1519. 

The  principal  provisions  of  the  Anti-Deficiency  Act  are  as  follows  (note  the 
Anti-Deficiency  Act  also  includes  Section  1517): 

1.  Prohibits  any  officer  or  employee  from  making  or  authorizing  an 
obligation  in  excess  of  the  amount  available  in  an  appropriation. 

2.  Persons  causing  a  violation  may  be  subject  to  discipline  including 
suspension  without  pay  or  removal  from  office.  If  the  violation  is  done 
knowingly,  or  willfully,  that  person  may  be  subject  to  criminal  penalties 
of  a  fine  up  to  $5000,  or  imprisonment  for  two  years,  or  both. 

3.  Forbids  the  involvement  of  the  Government  in  any  contract,  or 
obligation,  to  pay  money  in  advance  of  an  appropriation. 

4.  Requires  the  head  of  an  agency  to  issue  regulations  establishing  an 
administrative  control  system.  The  system  must  keep  obligations  within 
the  amount  of  the  allotment  and  enable  the  agency  to  fix  the 
responsibility  for  making  obligations  in  excess  of  the 
appropriated/allotted  amount. 


Direct  Funds. 

Direct  appropriated  funds  obtained  from  the  major  claimant  represent  the 
largest  source  of  funding  available  to  NPS.  While  the  majority  of  this  money  is 
used  to  finance  day  to  day  operations,  a  significant  portion  is  also  designated  to 
support  the  School’s  various  research  efforts.  NPS  direct  funds  are  categorized, 
therefore,  as  either  Operating  Funds  (OPTAR)  or  Direct  Funded  Research  (DFR). 

Academic  departments  with  approved  research  projects  receive  a  Direct 
Funded  Research  and  an  Indirect  Support  account.  The  Direct  Funded  Research 
account  is  subdivided  between  the  research  projects  according  to  their  approved  level 
of  funding.  The  Indirect  Support  account  is  compensation  to  the  department  for 
providing  additional  support  to  the  research  projects,  such  as  office  supplies,  use  of 
equipment,  and  the  services  of  support  personnel. 

NPS  civilian  labor  is  funded  from  all  three  pots  of  money;  i.e.,  Operating 
Funds,  Direct  Research,  and  Indirect  Support.  Since  accounting  for  civilian  labor  is 
centrally  managed  by  the  Comptroller  Department,  labor  dollars  are  withheld  before 
allocation  of  direct  funds  is  made  to  the  departments/cost  centers. 
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The  allocation  and  management  of  NPS  Operating  Funds,  Direct  Funded 
Research  and  Indirect  Support  funds  is  as  follows: 


1.  Operating  Funds.  Allocation  of  cost  center  operating  funds  (OPTARs) 
is  determined  by  the  NPS  Resources  Planning  Board,  and  based  primarily  on 
the  requirements  identified  in  the  cost  centers’  budget  submissions.  The 
Comptroller  allocates  hinds  to  Deans  and  Line  Managers  (cost  centers),  who 
further  allocate  funds  to  their  sub-cost  centers,  e.g.,  the  Dean  of  Information 
and  Policy  Sciences  (a  line  manager)  would  reallocate  funds  to  the 
Department  of  Computer  Science,  Department  of  Administrative  Science  (sub¬ 
cost  centers),  etc.  The  Comptroller  opens  individual  accounts  for  each  sub¬ 
cost  center,  and  provides  the  sub-cost  centers  with  an  authorization  indicating 
total  funds  available,  quarterly  allocations,  and  travel  ceilings. 


Figures  3.6  and  3.7  provide  examples  of  cost/sub-cost  center  funding 
documents.  Note  that  Figure  3.6  represents  a  reimbursable  research  account, 
while  Figure  3.7  represents  direct  operating  funds. 


2.  Direct  Funded  Research.  The  mission  of  the  Naval  Postgraduate 
School,  as  defined  by  the  Secretary  of  the  Navy,  is: 


To  conduct  and  direct  the  advanced  education  of  commissioned  officers  and 
to  provide  such  other  technical  and  professional  instruction  as  may  be 
prescribed  to  meet  the  needs  of  the  Naval  Service;  and  in  support  of  the 
foregoing,  to  foster  and  encourage  a  program  of  research  in  order  to  sustain 
academic  excellence." 


As  evidenced  by  this  statement,  a  strong  research  program  is  considered 
an  indispensable  component  of  advanced  education. 

In  the  past,  teaching  at  NPS  was  funded  with  0&M,N  monies,  while 
research  projects  received  financing  through  the  reimbursable  funds  made 
available  by  government  agencies  or  private  sponsors.  Under  this  method, 
research  funding  was  difficult  to  manage  administratively;  accounting  was 
extremely  complex;  and  funding  levels  were  inconsistent.  To  ensure  that 
future  research  projects  received  consistent  funding,  the  Secretary  of  the  Navy 
directed  the  Chief  of  Naval  Operations  to  include  NPS  research  program 
requirements  in  the  Navy  budgetary  process.  SECNAVTNST  7040.12  states, 
in  part: 


Changes  to  current  procedures  to  finance  academic  research  at  the  Naval 
Postgraduate  School  are  required  to  ensure  that  sufficient  funding  is  provided, 
to  establish  increased  financial  control,  and  to  ensure  that  the  program  is 
responsive  to  the  needs  of  the  Secretary  of  the  Navy  (SECNAV),  Chief  of  Naval 
Operations  (CNO),  and  Commandant  of  the  Marine  Corps  (CMC).  Under 
current  procedures,  academic  research  sponsored  by  DON  activities  is  being 
performed  by  the  NAVPGSCOL  on  a  reimbursable  basis.  In  order  to  remove 
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the  fiscal  uncertainty  inherent  in  this  approach,  we  will  begin  to  mission  fund 
all  such  work  through  the  school’s  Operation  and  Maintenance  (0&M,N) 
operating  budget  effective  FY  88.  This  new  approach  is  consistent  with  the 
fact  that  academic  research  is  an  integral  part  of  the  academic  curriculum  and 
should  therefore  be  funded  as  an  element  of  the  NAVPGSCOL’s  educational 
mission  requirements.  Some  reimbursable  activity  in  support  of  special  programs 
and  other  DOD  needs  will  be  conducted...  This  policy  will  ensure  that  appropriate 
resource  levels  are  applied  in  our  budget  in  consonance  with  DOD  directives. " 

Under  direct  funding,  0&M,N  funds  provide  the  majority  of  support 
funds  for  Navy  research  projects  at  NPS.  Both  long  and  short  range  planning 
must  be  accomplished  by  the  NPS  administration,  faculty,  research  sponsor, 
and  major  claimant  (FSA/OP-09BF)  to  determine  the  size  of  the  research 
program  in  the  coming  years;  and  the  level  of  research  which  can  be 
supported  in  any  given  year.  Basically,  this  requires  that  NPS  participate  in 
the  DOD  budgeting  process,  and  coordinate  its  research  requirements  with 
both  the  research  sponsor,  e.g.,  NAVAIRSYSCOM,  etc.,  and  resource 
sponsor/major  claimant  (FSA). 

In  order  for  NPS  to  manage  its  research  efforts,  a  Letter  of  Intent  (LOI) 
must  be  submitted  by  faculty  members  to  the  Research  Administration  Office 
(RAO),  via  the  appropriate  Department  Chairman.  The  LOI,  submitted  in 
January,  briefly  declares  faculty  and  department  intent  to  submit  research 
proposals  for  the  upcoming  fiscal  year.  Based  on  the  LOIs,  NPS  determines 
the  upcoming  fiscal  year  levels  of  research  for  each  research  sponsor.  Further 
information  regarding  the  submission  requirements  for  NPS  research  proposals 
may  be  found  in  NAVPGSCOLENST  3900.4. 

As  described  later  in  this  chapter,  the  Research  Administration  Office 
(RAO)  was  created  to  effectively  manage  research  projects,  while  the  Research 
Council  was  formed  to  review  research  proposals  and  determine  appropriate 
allocations.  When  the  annual  appropriation  for  direct  funded  research  is 
received  by  the  Comptroller,  the  Research  Council  provides  the  RAO  with 
approved  research  projects  and  an  authorized  amount  of  money  for  each 
project.  The  RAO  then  issues  an  authorization  letter  to  the  individual 
primarily  responsible  for  controlling  the  project,  known  as  the  "Principal 
Investigator".  This  letter  specifies  the  total  funds  available  for  the  project  and 
its  quarterly  allocations.  As  trr  /el  expenditures  for  research  are  restricted, 
the  authorization  also  contains  a  travel  ceiling. 

Accounting  procedures  for  cost  center  OPTAR  and  direct  funded  research 
are  essentially  the  same.  OPTAR  and  direct  funded  research  obligation 
documents,  however,  require  the  use  of  separate  cost/sub-cost  center  codes  and 
serial  numbers.  Appendices  E  through  H  contain  cost  center  OPTAR  and 
DFR  codes,  as  well  as  assigned  document  serial  numbers.  Further 
information  on  coding  systems  is  contained  in  Chapter  4. 
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Note:  Prior  to  1  October,  1989,  the  RAO  maintained  its  own  set  of 
accounting  records  for  research  funds,  and  distributed  a  monthly  accounting 
report  on  research  fund  status.  This  report  was  one  of  two  research 
accounting  reports  published  by  the  School;  the  other  being  provided  by  the 
Comptroller.  Due  to  timing  differences  between  the  reports,  and  frequent 
adjustments  to  obligations,  the  information  contained  in  the  reports 
frequently  did  not  match.  This  created  some  confusion  regarding  which 
report  cost  centers  should  use  to  reconcile  their  accounting  ledgers. 

Since  the  beginning  of  FY90,  the  RAO  has  ceased  maintaining  separate 
accounting  records  for  direct  or  reimbursably  funded  research  projects,  and 
has  discontinued  distribution  of  its  accounting  report.  Currently,  the  RAO 
screens  requests  to  obligate  research  funds,  approves/  disapproves  the 
request/s),  and  forwards  the  documents  to  the  Comptroller  Department  for 
processing. 

It  is  anticipated  that  the  RAO  will  eventually  be  able  to  directly  access  the 
Comptroller’s  records,  via  computer,  which  will  allow  the  RAO  to  obtain 
current  research  account  information.  This  will  enable  the  RAO  to  prepare 
accurate  research  accounting  reports,  specifically  tailored  to  the  needs  of 
faculty  members  conducting  research.  It  is  envisioned  that  once  the  RAO 
system  is  on  line,  the  Comptroller  Department  will  discontinue  publishing 
ita  reimbursable,  and  direct  funded  research  reports. 


3.  Indirect  Support.  As  explained  earlier,  Indirect  Support  funds  are 
used  to  compensate  academic  departments  for  the  additional  support  provided 
to  professors  conducting  research.  After  labor  dollars  for  research  support 
personnel  have  been  withheld  by  the  Comptroller,  the  remaining  balance  in 
the  account  is  distributed  to  the  department  chairmen  for  miscellaneous 
purchases. 


Reimbursable  Funds. 

Reimbursable  funds  are  obtained  through  an  agreement  or  contract  between 
NPS  and  a  sponsoring  activity,  and  differ  from  funds  directly  appropriated  to  NPS. 
The  agencies,  or  research  sponsors,  providing  the  funds  include  branches  of  the 
Department  of  Defense,  Government  Contract  Operated  Facilities,  civilian  agencies, 
and  in  some  cases,  private  sector  companies  and  corporations  (refer  to  Figure  3.2). 
Because  the  funds  are  designated  for  a  specific  project,  and  do  not  belong  to  NPS, 
they  may  not  be  mixed  with  other  funds,  or  spent  on  items  not  specifically 
authorised  by  the  agreement  or  contract. 

To  ensure  that  reimbursable  funds  are  accounted  for  properly,  cost  centers  must 
maintain  separate  accounting  records  for  each  reimbursable  account  authorized. 
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Additionally,  the  spending  of  reimbursable  funds  must  be  in  accordance  with 
the  requirements  of  the  sponsor’s  original  appropriation;  i.e.,  reimbursable  money 
provided  by  an  0&M,N  (expense  type)  appropriation  may  not  be  used  for  purchasing 
investment  type  items.  If  the  original  appropriations  Obligational  Availability 
Period  (OAP)  is  one  year,  so  is  the  OAP  for  the  reimbursable  funds. 

The  Comptroller  receives  reimbursable  funds  in  several  forms: 

1.  NAVCOMPT  Form  2275  -  Order  For  Work  Or  Services  (for  DON 
requests), 

2.  DD  Form  448  -  Military  Interdepartmental  Purchase  Request  (MIPR) 

(for  other  DOD  components), 

3.  check,  grant,  or  agreement. 

NAVCOMPT  Form  2275  and  MIPRs  (Figures  3.3  and  3.4)  represent  99%  of 
the  documents  transmitting  reimbursable  funds  to  NPS.  The  expiration  of 
reimbursable  funds  varies  depending  on  the  source  and  type  of  funding.  In  any 
case,  the  agreement  or  funding  document  will  clearly  outline  the  conditions, 
amounts,  and  duration  of  funding. 
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Following  acceptance  of  reimbursable  funds  by  the  NPS  Comptroller 
(Figure  3.5),  a  memorandum  is  prepared  to  notify  the  department  or  faculty 
member,  that  funds  are  available  for  obligation.  The  "Granting  of  Funding 
Authorization"  memorandum  (Figure  3.6)  provides  the  accounting  data  and  alpha¬ 
numeric  job  order  number  to  be  used  with  the  account. 

From  the  standpoint  of  the  NPS  cost  center,  there  is  little  difference  in  the 
make  up  of  direct  or  reimbursable  accounting  data.  The  primary  difference  is  that 
all  reimbursable  job  orders  numbers  begin  with  the  letter  "R",  and  each 
reimbursable  job  order  is  unique  to  a  particular  reimbursable  account.  (The  letter 
"R"  in  the  5  digit  job  order  number  is  preceded  by  the  NPS  Unit  Identification  Code 
(UIC),  and  the  last  digit  of  the  fiscal  year;  e.g.,  622710RCVYT.)  It  is  important  to 
remember  that  reimbursable  job  order  numbers  are  assigned  by  the  Reimbursable 
Accounts  Division  on  the  "Granting  of  Funding  Authorization"  memorandum.  Cost 
centers  do  not  use  the  code  tables  provided  in  Appendices  E  through  H  to  assign  job 
orders  to  reimbursable  accounts. 

Since  all  research  funds  are  coordinated  through  the  RAO,  which  involves  a 
different  chain  of  accountability,  reimbursable  accounts  may  be  categorized  as  either 
Research  Reimbursables  or  Other  Reimbursables: 


Note:  It  is  important  to  stress  that  all  reimbursable  funds  received  by  NPS 
do  not  apply  to  research  -  many  are  used  for  other  purposes;  e  g.,  Public 
Works,  Family  Housing,  etc.  Because  of  this,  NPS  separates  reimbursables 
into  two  categories,  "Research  Reimbursables"  and  "Other  Reimbursables”. 
While  "Other  Reimbursables"  occasionally  have  labor  charges,  labor  must  be 
accounted  for  separately  with  each  reimbursable  research  accounts. 
Separating  "Research"  from  "Other"  reimbursables  allows  the  Comptroller  to 
more  accurately  track  actual  labor  costs  against  the  costs  submitted  on  the 
research  projects  Budget  Page. 


30 


Chapter  3  Fund  Management  at  NPS 


One  additional  note  -  Do  not  confuse  the  "Other  Reimbursable"  category  just 
mentioned,  which  refers  to  all  reimbursable  accounts  other  than  research, 
with  the  "Other  Reimbursable"  category  title  and  cost  code  found  on  the 
financial  reports  prepared  by  the  Reimbureables  Accounting  Division.  This 
latter  "Other  Reimbureables"  is  simply  a  group  of  miscellaneous  accounts 
which  do  not  fall  under  any  major  heading,  e.g.,  Public  Works,  Housing,  etc. 
Codes  used  by  the  Reimbursable  Accounts  Division  to  maintain  accounting 
ledgers  for  reimbursable  accounts  and  to  code  monthly  financial  reports  are: 

PW  -  Public  Works  Department 

FH  -  Family  Housing 

RR  -  Reimbursable  Research 

NR  -  Navy  Research 

RM  -  Other  Reimbursable 

AC  -  Academic  Services 

DR  -  DRMEC 

PR  -  PERSEREC 

TU  -  Tuition 


1.  Research  Reimbursables.  While  the  majority  of  research  at  NPS  is 
directly  funded  through  0&M,N  appropriations  (DFR),  a  significant  portion  of 
the  total  research  budget  is  also  financed  by  reimbursable  funding. 

Reimbursable  research  projects  can  be  initiated  by  a  sponsoring  activity, 
or  they  may  be  initiated  by  a  professor  or  department  suggesting  research  in 
a  particular  area.  In  either  case,  the  process  begins  with  the  Research 
Proposal  (Figures  3.8,  3.9,  and  3.10). 

After  research  requirements  have  been  established,  the  Principal 
Investigator  (a  faculty  member  responsible  for  the  research  project)  prepares 
and  submits  a  Budget  Page  (Figure  3.11).  The  Budget  Page  provides  an 
estimate  of  the  project’s  total  costs.  After  the  project  is  approved  by  the 
Research  Council,  and  accepted  by  the  sponsoring  activity,  the  sponsoring 
agency  will  then  provide  the  necessary  funds. 


Requirement*  are  the  same  regardless  of  whether  the  research  project  is 
i  ded  with  DFR  or  Reimbursable  funds. 


When  the  Comptroller  receives  the  research  funds,  an  account  is  opened 
and  a  reimbursable  research  job  order  number  assigned.  The  reimbursable 
job  order  number  is  used  to  account  for  labor,  travel,  and  equipment 
purchases.  Unlike  OPTAR  funds,  where  labor  costs  are  centrally  managed  by 
the  Comptroller,  the  Principal  Investigator  is  responsible  for  managing  the 
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labor  dollars  for  his  research  project  (refer  to  Figure  3.6).  A  copy  of  the 
authorizing  document  is  forwarded  through  the  RAO,  and  department 
Administrative  Assistant,  to  the  Principal  Investigator. 

2.  Other  Reimbursables.  Other  reimbursables  represent  all 
reimbursables  other  than  research.  This  includes:  Public  Works  projects, 
housing  projects,  agreements  with  tenant  or  area  commands  for  support, 
tuition  payments,  and  conference  fees.  When  funding  is  received,  the 
Comptroller  assigns  a  job  order  number  to  the  project  and  opens  an  account. 
Authorization  to  obligate  funds  is  sent  to  the  appropriate  cost  center  on  the 
"Granting  of  Funding  Authorization"  memorandum. 


Key  Research  Personnel  and  Organizations. 

The  research  process  involves  numerous  NPS  personnel.  To  help  clarify  the 
organizational  relationships  and  responsibilities  of  the  various  persons  and  groups 
involved,  the  following  information  is  provided: 

Dean  of  Research. 

The  Dean  of  Research  is  responsible  for  the  administration  of  all  research  at 
the  School.  The  Dean  coordinates  liaison  with  various  outside  research  agencies, 
coordinates  faculty  research  initiatives,  supervises  the  staff  of  the  Research 
Administration  Office,  and  prepares  and  submits  budget  requirements.  The  Dean  of 
Research  reports  to  the  Provost/Academic  Dean  and  serves  as  Chairman  on  the 
Research  Council. 

Research  Council. 

The  Research  Council  is  composed  of  the  Dean  of  Research,  the  Provost,  the 
Director  of  Programs,  Division  Deans,  the  Chairman  of  the  Faculty  Research 
Committee,  and  six  faculty  members.  The  Council  reviews  all  research  proposals 
submitted  by  the  faculty  and  determines  the  following:  allocation  of  funds  to  faculty 
members,  number  and  assignment  of  supporting  personnel,  and  amount  of 
equipment  purchases  to  be  supported  by  research  funds. 

Research  Administration  Office. 

The  Research  Administration  Office  monitors  and  administers  the  School’s 
overall  research  program.  The  RAO  attempts  to  ensure  that  a  project’s  total 
obligations  do  not  exceed  its  available  funding,  and  that  all  expenditures  are 
specified  on  the  project’s  Budget  Page.  The  RAO  maintains  copies  of  all  research 
proposals,  Budget  Pages,  LOIs,  proposal  modifications,  and  Granting  of  Funding 
Authorization  memorandums.  All  documents  submitted  to  the  Comptroller  to 
obligate  research  funds  must  first  be  screened  by  the  Research  Accounting  Office. 
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Research  Sponsors. 

Under  direct  funding,  DON  research  sponsors  are  notified  by  NPS  of  their 
allocated  share  of  research  effort  and  the  costs  of  approved  proposals.  The  sponsors 
subsequently  review  and  approve  the  NPS  proposals  they  require,  and  then  monitor 
the  progress  of  those  programs. 

For  reimbursable  research,  sponsors  provide  the  funds  required  to  accomplish 
the  project.  Following  NPS  acceptance  of  the  reimbursable  funds,  financial 
responsibility  for  the  project  is  transferred  from  the  sponsor  to  the  School. 
Unobligated  funds  may  be  reclaimed  by  the  sponsor. 

Principal  Investigators. 

Principal  Investigators  (Pis)  are  faculty  members  who  conceptualize,  plan,  and 
coordinate  a  research  project.  The  PI  prepares  the  Research  Proposal  and  Budget 
Page,  and  carries  the  primary  responsibility  for  an  approved  project’s  financial 
obligations. 
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P  JNOS  FOR  PROCUREMENT  ARE  PROPERLY  CHARGEASlE  TO  THE  ALLOTMENTS  SET  FORTH  BELOW  THE  AVAILABLE 

14  BALANCES  OF  WHICH  ARE  SUFFICIENT  TO  COVER  THE  ESTIMATED  TOTAL  PRICE. _ 

ACRNl  APPBQPOIATION  IjhaitL'nl  1U»»HM|NTAl  ACCOUHTINQ  CLASH  P ICATIQ7J  1  AMOUNT 


-  9790400  1120  1685  P9710  2522  S49447  DWAM90106 


$33,219-00 


9790400  1120  3385  P9810  2522  S49447  DWAM90106 


$33,000.00 


U  AUTHORIZING  OFFICER  ITrpa  natna  and  nnel  It  SIONAmfrE 

L.  R.  Hottot,  Cert.  Off.,  DoD-WHS _ 

FOAM  *Afi  ftirtviOUS/tDl^lON  IS  OISOlETt. 

DD  i  jun  72  448  f  / 


53Tb  AUG  1989 


*  -  ■■■  ■  ■  ■ 

Figure  3.4  DD  Form  448:  Military  Interdepartmental  Purchase  Request 
(MIPR) 
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ACCEPTANCE  OP  MIPR 


I.  AMENDMENT  HO. 

Basic 


I  9 


*•  TO  f  Jt»*u in*i  Activity  AMri«*J  (l me  lug*  g!F  C*A*) 

DoD-Washingcon  Headquarters  Services 
Installation  Accounting  Division 
Room  38269,  The  Pentagon  «.  oats  oom  saw.  J>«.j 

Washington,  DC  20301-1155  20  Oct  1989 


t.  T>*  MIPS  14*»iUI*4  it  MS*«|U  tmd  t*«  ilMto  rtE«iil*4  will  M  pariM  M  (ilUvn  {GSm*  •• 

a.  £3  ALL  ITSMI  HILL  SI  AHOVIOIO  THHOOOH  HIIMSU  NIEMSN  T  0 

A.  □  *Ll.  ITSMI  HILL  ■(  ANOCUNEO  *V  TMI  OINSCT  CITATION  Or  AUNBI  <CM*t~T  B) 
t.  □  ITSMi  HILL  S(  raovioto  »Y  SOTH  CATSOONY  I  AHO  CATSOOHV  II  AS  INOICATSO  SILO* 

A.  I  I  THIS  ACCS  AT  ANCS,  AO*  CATE  00  H  V  I  ITSMI,  l|  OUALIAIIB  SICAUIS  Or  ANYICIAATBO  COMTIHOSHCI SS  At  TO  A  IN  A  I, 

••ICS.  CM  AN  0 SI  IN  THII  ACCENT  ANCS  AI8UHS  MILL  SS  AUNNISNSO  AEMODICALLY  UNON  OSTSNMIN  ATION  Or 
OSAINIYIIBO  ANiCEI.  SUT  ANION  TO  lUSMIlllON  OA  BILLINOI. 


’■  □  MINN  ITEM  NUMaSNISI  IDENTIAISO  IN  BLOCN  It.  “NSMAHNB"  IS  MOT  ACCSNTSO  III  NEAECTEOI  AON  THE  NSASONI 

INOICATSO. 


TO  IS  NNOVIOE 0  TNHOLOM  H CIMauNI EMSNT 
CATSCONY  I 


TO  as  NMOCUNSO  SY  OINSCT  CITATION  OA  AUNOl 
.  .  CATSOONY  II 


Accepted:  20  Oct  1989 

Apprn :  1701804.1180 

Job  Order:  622710RCVYT 

RCVT2 

CC/SCC:  56Q3 

Relmb  Source  Code:  3 


a.  total  sitimatso  raics  |  566>:l9.00 


A.  TOTAL  IITIMATID  ASICS 


<0.  ANTlCINATSO  OATS  or  OSLI 0 ATION  rON  CATSOONY  It  ITSMI  I  It.  ONAND  TOTAL  SITIMATSO  NNICS  Or  ALL  ITSMI 


M-  PUN 01  DATA  CCAsc*  ir4|pNa«»l«) 

A.  C  rWNO*  *N  THl  AMOUNT  O  9  •  - 

-*■«  NOT  NBOUINBO  AND  MAT  • 

C  WIThDA  awn 

■  Baa  *N*  t 

•  ' 

9790400  1120  1685  P9710 

2522 

S49447  DWAM90106.' 

,  33,219.00 

9790400  1120  3385  P9810 

2522 

S49447  .  DWAM90106  ’  '  ' 

■  '1  * 

Vvi  ■  ■ 

<: ;  -  '  •;  ■: 

33,000.00 

'  4  ’*  .  * 

14.  AC  C  SN  TIMA  ACTIVITY  fCAMNlrlr  AA*M4> 

Superintendent  (Code  0023) 
Naval  Postgraduate  School 


AOSM  JAM 


i  sms 


PREVlQgl  EDITION  ••  U» 


Figure  3.5  DD  Form  448-2:  Acceptance  of  MIPR 


20  Oct  89 


S/N  OlOJ-LA-Oec.  1701 
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NAVAL  POSTGRADUATE  SOUL 

MONTEREY,  CALIFORNIA  93943 

DATE 

02-NOV-69 

APPROPRIATION 

1701804.1190 

UIC 

62271 

cc/scc 

•ROB 

JOB  ORDER  NU1BER 

N622710RSCRR 

AUTHORIZATION  NUMBER 

N0002490NR35006 

PURPOSE 

OPERATIONS  RESEARCH  MODELINS  OF 

ANTI-SATELLITE  ARCHITECTURES 

EXPIRATION  DATE 

30  SEPTEMBER  90 

SERIAL  NUMBER 

001DB-999DB  /  6400 

Fro* 

Superintendent  (Code: 002) 

To 

PROFESSOR  ROSENTHAL 

Code 

55RL 

Via 

RESEARCH  ADMINISTRATION 

Code 

012 

Subject 

Srantinq  of  Funding  Authorization, 

Ref 

(a)  MVOWPT  Manual  032002. 2. B 

Enclosure 

MVCOrt3!  FORM  2275  -  BASIC 

1.  In  accordance  with  the  provisions  of  reference  (a)  addressee  is  hereby  granted  authority  to 

man-  obligations  up  to  the  a*ount  indicjated  belo*.  All  docuients  should  include  the  accounting 

data  show 

above.  This  does  not  constitute  a  sub-al 1 oteent  of  funds. 

Aaour.t  of  this  Authorization:  $50,000.00 

Previous  Authorizations: 

Total  Authorizations  to  Date:  $50,000.00 

Point  Of  Contact:  L1M)A  ABAD 

12357  or  X3139 

H.  1.  CLAY  III,  CAPT,  USN, 

Xff’TROLLER 

By  Direction. 

Figure  3.6  NPS  Granting  of  Funding  Authorization 
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16  Oct  B 9 

MEIi.wlAia-UM 

M  ■  :  Co  Jo  u-1 

]  •:  Code*  4  9 

i>  ill.  j  :  1 1SCAL  YEAR  1990  OFEKATING  TARGET  (OrTAR) 

i-.cl:  |.i)  NAVCOMI’T  Manual  J  para  032002. 2.  b. 

1.  i\  ■ '  1 1  1st  Quarter  OPTAR  is  apportioned  as  follows: 

»  !  ■••  c'  OPTAR  TRAVEL  TOTAL 

I :  l  .  *  i  $  7  ,  750  $7 , 750 

?.  .  ii  accordance  with  reference  (a),  the  operat  ing  target  is 
j  :  •  :  i-  j  ;  ■  r  planning  pui  pesos,  and  the  amounts  sh  ~n  Jo  i.  \ 

!  Iii  i*.  at  ions  wj  i  uiii  the  definition  of  1]  udo  J  5  1  7  t  i 

,i  i  til  :  i.  i.t  of  tunh;.  However,  they  do  const  i  Into  an 

‘  .  i  it  iv-  allocation  of  funds  and  resoui  c»n  m.iiH'i-i  .i  r  </ 

,  i  i  *.  t  •  exceed  'arg.vls  wiLlunit  prior  «i|  i  luad  ri  t 

-j  '  •  ■ . i  i  ht  via  the  t’omplro  J  1  or. 

*.  i  .  j  !.it:  allocated  ate  based  upon  authorize!  u*n  re-.  t  i  .  •  I  t  o 
1  .*  tin.  ^.ntinuing  lu.*soi  ut  i  on .  ho  action  will  he  tu»'.*n  t»> 

.  i  i.  i  n  «•  cr  Increase  the  scope  of  on-goimj  programs  oi  to 
.  i  •  ■ :  •  ~  |  i  u'jiams  until  the  i  Y  9  0  UoU  appi  opt  i  a  t  i  on  i  s  er.a  ) . 

pm 

J.  C.  COOK,  JP. 


Figure  3.7  NPS  Cost  Center  Funding  Authorization 
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From:  Superintendent,  Naval  Postgraduate  School 

To:  Commander,  Naval  Space  Command,  (Attn:  LT  Sue  Higgins) , 

Dahlgren,  VA  22448 

Subj :  SUBMISSION  OF  RESEARCH  PROPOSAL 

Ref:  (a)  SECNAVINST  7040.12 

(b)  ASN(FM)  memo  to  NPS  dated  2  Nov  88 

Enel:  (1)  Research  Proposal  by  Professor  R.E.  Rosenthal 

1.  A  research  proposal,  enclosure  (1),  "Operations  Research 
Modeling  of  Anti-Satellite  Architectures,"  by  Professor  Richard  E. 
Rosenthal  is  submitted  for  consideration. 

2.  Although  some  faculty  and  student  research  projects  are  funded 
directly  by  NPS,  the  School  accepts  a  limited  amount  of 
reimbursable  funding  for  projects  in  support  of  sponsor 
requirements  and  the  educational  programs  at  NPS. 


KNEALE  T.  MARSHALL 
By  Direction 

Blind  copy  to: 

Cede  5  5P.1 
Code  55 
Code  05 
Code  002 
kCode.012CWj 

Prepared  by: 

Research  Administration  Office,  Code  012 
20  Sep  89 


Figure  3.8  Submission  of  ~  ■'search  Proposal 
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NAVAL  POSTGRADUATE  SCHOOL 
Monterey,  California  93943 

PROPOSAL  FOR  RESEARCH 

Submitted  to:  Commander,  Naval  Space  Command 
ATTN:  Lt  Sue  Higgins,  USN 
Dahlgren,  VA  22448 

SUMMARY 


1.  Title: 


Operations  Research  Modeling  of  Anti-Satellite 
Architectures 


2 .  Period  of  Support :  1  October  1989  to  30  September  1990 


3.  Total  Estimated  Cost : 


$50,000 


Principal  1  r.  vest  iga  t  or : 

RICHARD  E.  ROSENTHAL 

Professor  of  Operations  Research 

Brief  Cescr  rot  :cr. :  This  is  a  proposal  to  analyze  the  design 

ar.d  operation  of  various  ant l -satel  1  ite  (ASAT)  architectures 
using  operations  research  modeling  techniques,  principally 
optimization  and  stochastic  processes.  The  primary  prooiem 
to  be  addressed  in  this  research  will  be  ASAT  targeting.  Our 
models  will  work  in  conjunction  with  U.S.  SPACECOM's  existing 
software  for  orbital  calculations,  and  will  be  sufficiently 
flexible  to  be  used  not  only  for  analyzing  U.S.  battle 
management  negation  needs,  but  also  for  predicting  approaches 
that  might  be  taken  by  a  hostile  force  against  U.S.  space 
assets  . 


Fectmerded  Act  rova  I  : 


* 


FtTER  PURDUE,  Chairman 
Department  of  Operations  Research 


Reviewed  : 


GILBERT  T.  HOWARD,  nlrector 
of  Research  Administration 


KNEALE  T.  MARSHALL,  Dean  of 
Information  and  Policy  Sciences 


Figure  3.9  Proposal  for  Research 
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Research  Proposal 

OPERATIONS  RESEARCH  MODELING  OF  ANTI- SATELLITE  ARCHITECTURES 


1.  Background 

This  is  a  proposal  for  faculty  and  students  of  the  Naval 
Postgraduate  School  (NPS)  to  analyze  the  design  and  operation  of 
various  ant i-satel 1 ite  (ASAT)  architectures  for  the  L’.S.  Space 
Command  (SPACECOM) .  SPACECOM  ir  a  DoD  joint  command  located  in 
Colorado  Springs,  dedicated  to  U.S.  military  interests  in  space. 
The  NPS  Space  Systems  Academic  Group  has  provided  many  graduates 
who  have  worked  or  are  working  for  SPACECOM.  This  proposal 
involves  the  Operations  Research  Department  of  NPS,  which  has 
heretofore  had  little  involvement  with  SPACECOM. 

The  focus  of  this  proposal  is  on  contributions  to  SPACECOM’s 
ASAT  interests  through  the  use  of  operations  research  modeling 
techniques,  principally  optimization  and  stochastic  processes.  Our 
research  will  employ  SPACECOM' s  existing  software  for  orbital 
calculations,  and  will  call  upon  cooperation  with  SPACECOM  in  other 
areas  of  expertise  as  appropriate. 

The  intended  benefit  to  SPACECOM  of  this  research  is  more 
efficient  utilization  of  existing  resources.  The  operations 
research  approach  involves  three  essential  phases:  the  formulation 
of  mathematical  models  to  represent  real-world  decision  problems, 
the  algorithmic  solution  of  these  models,  and  the  interpretation 
of  these  solutions  in  a  way  that  leads  directly  to  implementable 
and  demonstratively  effective  decisions.  This  approach  has  yielded 
enormous  cost  savings  and  great  improvements  in  other  measures  of 
effectiveness  over  a  wide  range  of  military  and  civilian 
applications . 


2.  The  ASAT  Targeting  Application  (STOMP) 

The  primary  problem  to  be  addressed  in  this  research  will  be 
ASAT  targeting  in  support  of  a  SPACECOM  research  project  called  the 
Space  Target  Optimization  Modeling  Program  (STOMP).  The  models  we 
intend  to  build  for  this  program  will  be  sufficiently  flexible  to 
be  used  not  only  for  analyzing  U.S.  battle  management  negation 
needs,  but  also  for  predicting  approaches  that  might  be  taken  by 
a  hostile  force  against  U.S.  space  assets. 

An  optimization  modeling  approach  for  ASAT  targeting  is 
currently  under  development  as  an  NPS  masters  thesis  by  LCDR 
Stephen  A.  Tisdale  [1989],  with  guidance  and  assistance  from 
FSPACECOM.  We  provide  a  brief  description  of  this  model,  and 
mention  some  areas  where  we  propose  to  investigate  modifications 
or  extensions.  ••• 


I.E.  •o*eoth«t 


7,  IW  <r*v.) 


Figure  3.10  Research  Proposal  (text  example) 
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BUDGET:  ESTIMATED  COSTS 


1.  FACULTY  LABOR  (salary  and 

Principal  Investigator 

Professor  Rosenthal 

TOTAL  ESTIMATED 


benefits) 

-  109  days 

38 , 000 

LABOR  COST 

38,000 

3  . 


TRAVEL  -  DOMESTIC 

Faculty:  3  visits  to  sponsor,  2  trips 
to  ORSA/TIMS  meetings 


5,000 


4.  EQUIPMENT  AND  SUPPLIES 

Items  under  S15K  7,000 

TOTAL  ESTIMATED  MON-LABOR  COST  12,000 

TOTAL  $50,000 


NOTES : 


1.  These  are  estimated  expenditures  only.  The 
actual  distribution  of  expenditures  between  labor, 
equipment  and  travel  may  differ  from  these  estimates. 

2.  Unless  specifically  stated  to  the  contrary, 
acceptance  and  fiscal  support  of  the  proposal  authorizes 
approval  of  the  procurement  of  equipment  as  indicated  in 
the  proposal  and  retention  of  title  to  that  equipment  by 
the  Naval  Postgraduate  School. 

3.  The  labor  costs  include  direct  benefits  such  as 
insurance,  retirement,  earned  sick  leave  and  annual 
leave . 


I.E.  Koienthal 


-6- 


SvCtOTtwr  (rtv.l 


Figure  3.11  Budget  Page  (estimated  costs) 
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PART  II 


INTRODUCTION 


Part  II  of  this  guide  provides  information  necessary  to  administratively  prepare 
NPS  financial  documents.  In  the  interest  of  completeness,  procedures  and  examples  for 
preparing  several  non-financial  documents  have  also  been  included. 

While  it  is  impossible  for  this  text  to  cover  every  conceivable  situation,  the 
explanations  and  examples  provided  should  enable  cost  center  personnel  to  prepare  the 
majority  of  financial  documents  typically  encountered  at  the  Naval  Postgraduate  School. 
Chapters  4  through  9  discuss  the  following  aspects  of  accounting  documentation  and 
provide  samples  of  the  various  documents  used  to  record  obligations  and  expenditures: 

Chapter  4  -  Coding  Systems 

Chapter  5  -  Purchases  Document  Preparation 

Chapter  6  -  Travel  Document  Preparation 

Chapter  7  -  Labor  Document  Preparation 

Chapter  8  -  Training  Document  Preparation 

Chapter  9  -  Reimbursable  Fund  Document  Preparation  . 

Chapter  4  is  devoted  to  DOD,  DON,  and  NPS  coding  systems,  and  describes  the 
various  coding  structures  found  on  financial  documents.  The  chapter  begins  with  a  brief 
introduction  to  the  coding  system  used  for  appropriation  documents  and  high  level 
financial  reporting,  and  concludes  with  a  detailed  explanation  of  NPS  Accounting 
Classification  and  Local  Management  Codes. 

Chapters  5  through  9  group  the  documents  into  several  descriptive  categories. 

Each  chapter  outlines  the  purpose  for  the  documents,  defines  cost  center  administrative 
responsibilities,  and  illustrates  procedures  for  document  preparation. 


CHAPTER  4 

• 

CODING  SYSTEMS 

Uniform  Expense  Accounting  Structure. 

In  order  to  integrate  programming,  budgeting,  accounting  and  reporting  under  the 

Resource  Management  System  (RMS),  a  uniform  system  of  accounting  is  necessary.  Such 
a  system  ensures  that  reported  information  serves  the  need  of  managers;  that  it  facilitates 
comparisons  of  accounting  and  budget  reports;  and  that  it  aligns  budgeting  and  accounting 
information  with  the  programming  needs  of  the  Department  of  Defense.  The  accounting 
structure  of  the  RMS  is  tied  to  programs  established  by  DOD,  and  the  President’s  Budget, 
and  serves  as  a  basis  for  units  to  report  their  operating  expenses. 

The  following  coding  categories  for  spending  appear  on  funding  documents,  i.e.. 
appropriations,  allotments,  etc.,  as  well  as  FIPC  accounting  reports  (UMRs),  and  indicate 
who  spent  the  funds  and  the  purpose  for  resource  use  under  RMS: 

Budget  Activity  (BA),  The  Department  of  Defense  Five  Year  Defense  Plan 
contains  eleven  major  programs.  The  major  programs  apply  to  each  of  the  Service 
Departments  and  are  identified  by  a  code  known  as  the  Budget  Activity. 

Budget 

Activity 

Major  Program 

1. 

Strategic  Forces 

2. 

General  Purpose  Forces 

3. 

Intelligence  and  Communications 

4 

Airlift  and  Sealift 

5. 

Guard  and  Reserve  Forces 

6. 

Research  and  Development 

7, 

General  Supply  and  Maintenance 

8. 

Training,  Medical  and  Other  General  Personnel  Activities 

9. 

Administrative  and  Associated  Activities 

10. 

Support  of  Other  Nations 

11. 

Special  Operation  Forces 

• 

47 
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The  Budget  Activity  relates  a  portion  of  a  given  defense  appropriation  to  a 
major  program.  O&M.N  appropriations,  for  example,  may  be  subdivided  into  11 
separate  Budget  Activities.  Figure  4.1  provides  an  example  of  0&M,N 
appropriations  for  the  Navy’s  strategic  forces. 

Program  Element  (PE).  The  PE  is  a  further  breakdown  of  the  Budget  Activity. 
It  groups  forces,  manpower,  and  costs  into  projects,  e.g.,  the  Trident  missile  project, 
within  each  imyor  program. 


Figure  4.1  Sample  Appropriation  and  Subhead 


Unit  Identification  Code  (UIC).  A  general  identification  code  used  to  identify  a 
DON  unit.  It  is  used  for  all  reporting  purposes  and  is  not  purely  financial  in 
nature.  The  UIC  for  NPS,  for  example,  is  "62271". 

Activity  Group/Sub-Activity  Group  (AG/SAG).  A  two  character  code  which 
shows  principal  areas  of  financial  activity;  required  by  major  claimants  for  the 
administration  of  funds  under  RMS. 

Functional/Subfunctional  Category  (F/SFC).  A  two  character  code  which 
indicates  the  functions  being  performed  when  resources  were  used.  The  first 
character  of  this  code  is  the  functional  category,  while  the  second  character  is  the 
subfunctional  category. 

Cost  Account  Codes  (CAC).  A  four  digit  alpha-numeric  code  which  describes  the 
F/SFC  in  more  detail  and  classifies  transactions  according  to  purpose. 

Expense  Elements  (EE).  A  single  character  code  which  classifies  an  expense  by 
the  type  of  resource  being  consumed. 

In  practice,  the  Comptroller  Department  is  primarily  concerned  with  the  last  four 
coding  categories.  AGs  are  generally  used  at  the  major  claimant  level,  while  SAGs  are 
used  at  the  Fund  Administering  Activity  (NPS  Comptroller)  level  and  above. 

Both  Lhe  official  accounting  reports  (FIPC  UMRs)  received  at  NPS,  and  the 
accounting  reports  sent  out  by  NPS,  reflect  the  utilization  of  funds  by  means  of  RMS 
category  codes.  The  category  codes  may  be  presented  in  various  formats  depending  upon 
the  purpose  of  the  report. 
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At  NPS,  the  Comptroller  Department  prepares  the  "Monthly  OPTAR  Report"  and 
"Reimbursable  Report"  for  the  cost  centers,  which  indicate  fund  utilization  primarily  by 
means  of  a  local  coding  system.  The  local  coding  system  is  comprise  of  Local 
Management  Codes  (LMCs)  which,  together  with  the  codes  previously  mentioned,  allow 
funds  to  be  tracked  by  both  location  and  purpose;  i.e.,  they  identify  who  obligated  the 
funds  and  why  they  were  expended  (Figure  4.2). 


COST  ACCOUNTING  COOING  STRUCTURE 


COST 

ACCOUNTING 


LOCAT I  UN 


COST/SUBCOST  CENTER 
LOCAL  MANAGEMENT  COOE 


(LHC) 


PURPOSE 


ACTIVITY/SUBACTIVITY  GROUP  (AG/SAG) 
FUNCTIONAL/ SUBFUNCTIONAL  CATEGORY  (F/SFC) 
COST  ACCOUNT  COOE  (CAC) 

EXPENSE  ELEMENT  (E/E) 


Figure  4.2  Cost  Accounting  Coding  Structure 


Cost  centers  and  sub-cost  centers  at  NPS  do  not  become  directly  involved  with 
preparing  or  reconciling  RMS  reports;  therefore,  they  do  not  require  extensive  knowledge 
of  RMS  codes  or  reporting  procedures.  In  fact,  cost  center  personnel  usually  prepare  their 
financial  documents  using  "canned”  accounting  codes  provided  by  the  Comptroller  at  the 
beginning  of  each  fiscal  year.  Personnel  using  these  "canned"  codes  to  enter  accounting 
data  on  various  obligation  documents,  e.g.,  travel  orders,  training  documents,  etc.,  should 
be  aware,  however,  that  many  of  these  codes  are  actually  the  same  RMS  codes  used  on 
official  accounting  reports. 


Accounting  Classification  Code. 

Accounting  Classification  Code,  often  referred  to  as  "lines  of  accounting  data", 
provide  a  means  of  accumulating  and  reporting  accounting  information  in  a  uniform 
manner.  The  code  is  used  on  all  purchase  request,  obligation  and  expenditure  documents. 
It  also  relates  directly  to  many  of  the  RMS  codes  previously  mentioned,  and  allows  the 
AAA/FIPC  to  furnish  the  Fund  Administering  Activity  with  official  reports  on 
disbursements  and  refunds.  The  complete  accounting  classification  consists  of  nine  coding 
elements;  the  content  of  each  element  will  vary  depending  upon  the  reporting  activity  and 
its  specific  reporting  requirements.  The  accounting  classification  used  by  NPS  is  as 
follows: 


49 


Part  II  Document  Preparation 


Example 


Element*: 


tl)  (2) 

1701804.1190 


(3)  (4) 

000  82271 


(6) 

(7) 

(8l 

10) 


Authorisation  Accounting  Activity 
Transaction  Type  _ 


Propatty  Accounting  Activity  „ 
Coet  Cod* _ 


(8) 

0 


'6> 

000170 


(7)  (8) 

2D  VAB001 


<9) 

822710QABQR 


Elements  of  Accounting  Classification  Code. 

(1&2)  Accounting  Data  Classification  (two  digits  alphabetic). 

Accounting  Data  Classification  codes  (shown  below)  are  used  on  travel  documents  to 
denote  the  purpose  for  travel  fund  expenditures.  Code  usage  is  mandatory  and, 
while  only  the  applicable  codes  need  be  used,  the  codes  must  be  entered  on  the 
appropriate  travel  document  in  sequential  order.  Specific  information  on  travel 
documents  and  code  usage  is  contained  in  Chapter  6  -  Travel  Documents. 

AA=  Per  Diem,  POV  Travel,  non-GTR  air  travel  and  miscellaneous  charges. 
Includes  taxis,  baggage  tips  and  rental  car  (if  the  rental  car  is  used  in 
conjunction  with  air  travel). 

AB=  Cost  of  GTR  travel  only. 

AC=  Travel  Advance. 

AD=  Registration  and  Tuition  fees. 

Appropriation  Data/Subhead  (eleven  digits). 

The  appropriation  code  for  Navy  and  Marine  Corps  funds  begins  with  "17”  to 
identify  the  Department  of  the  Navy.  The  next  entry  is  the  last  digit  of  the  fiscal 
year.  For  FY90  the  entry  would  be,  "0". 

The  next  eight  entries  in  Element  (1)  are  the  funding  code  numbers  for  the 
appropriation,  together  with  its  subhead.  For  NPS  0&M,N  (direct  funds)  this  entry 
is,  "1804.1180”. 

Example: 

AA  =  Per  diem 
17  *  Navy 
0  =  FY  1990 

1804a  0&M,N  appropriation  code 
1180=  Appropriation  subhead 
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(3)  Object  Class  and  Reimbursement  Source  Codes  (three  digits). 

Object  Class  Codes  are  used  in  reporting  data  whenever  an  analysis  by  object 
class  is  required.  An  object  class  is  based  upon  the  nature  of  the  services,  or 
articles  for  which  funds  are  expended,  as  distinguished  from  the  purpose  for  which 
such  obligations  are  incurred.  Expense  elements  are  not  shown  in  this  field.  For 
NPS,  a  class  code  is  usually  not  required;  therefore,  the  entry  is  "000". 

(4)  Bureau  Control  Number/UIC  (five  digits). 

For  Headquarters  and  centrally  managed  programs  a  Bureau  Control  Number 
is  entered  in  Element  (4).  For  field  operating  budgets,  such  as  NPS,  the  activity’s 
Unit  Identification  Code  is  entered.  For  NPS,  the  entry  is  "62271". 

(5)  Suballotment  (one  digit  alpha/numeric). 

The  Suballotment  code  is  assigned  to  a  receiving  activity  if  they  receive 
regular  suballotments.  It  is  used  when  more  than  one  operating  budget  is  issued 
to  a  single  UIC  under  the  same  subhead.  This  field  does  not  apply  to  NPS; 
therefore,  the  entry  is  "0". 

(6)  Authorization  Accounting  Activity  (six  digits). 

The  UIC  or  Bureau  Control  Number  is  entered  for  the  activity  designated  to 
perform  official  accounting  functions.  For  NPS,  this  activity  is  the  NRFC, 
Washington,  D.C.;  therefore,  the  FIPC’s  UIC,  "000179",  is  entered  as  Element  (6). 

(7)  Transaction  Type  (two  digits  alpha/numeric). 

A  Transaction  Type  is  a  designator  code  which  identifies  purchases  for  stores 
accounts,  direct  charges  to  plant  property  accounts,  travel  payments,  contract 
payments  and  other  charges.  The  following  codes  frequently  apply: 

2T=  Repairs  of  material  in  store  other  than  stock  funds. 

1K=  Military  or  Civilian  travel  advances. 

2D=  All  other  transactions,  except  that  other  specific  codes  will  be  applied  at  time 
of  payment  in  accordance  with  Navcompt  Manual  Vol  II,  Chapter  8,  Par. 
028004. 

(8)  Property  Accounting  Activity/Auxiliary  Cost  Code  (six  digits 
alpha/numeric). 

At  NPS,  this  element  is  used  primarily  as  an  auxiliary  cost  code.  The  first  entry 
to  Element  (8)  is  the  last  letter  of  the  form’s  "Type  of  Document”  code.  The  next  five 
entries  are  the  form’s  "Assigned  Serial  Number".  These  six  entries  correspond  to  the 
last  six  digits  of  the  form’s  Standard  Document  Number.  For  example,  the  code 
"VAB001"  indicates  that  this  document  is  the  first  "Claim  for  Reimbursement" 
submitted  by  the  Comptroller  Department  in  FY  90.  Refer  to  appropriate  appendix  for 
the  applicable  type  document  codes  and  serial  numbers. 
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Navcompt  Manual  Volume  II  states  the  following: 

(1)  General. 

When  this  element  is  not  for  the  purposes  described  in  subparagraphs  (2) 
through  (9),  this  element  will  be  available  as  an  extension  of  the  cost  code  element 
for  other  pertinent  data. 

(2)  Stores  Account. 

When  the  transaction  type  code  indicates  a  purchase  for  a  stores  account 
(Navy  Stock  Account  centrally  managed  allotment  purchases,  Appropriation 
Purchases  Account,  Marine  Corps  Stock  Fund  Account,  or  Marine  Corps 
Appropriation  Stores  Account ),  the  unit  identification  code  assigned  to  the  activity 
designated  to  take  up  the  property  in  the  stores  account  will  be  shown  as  the 
property  accounting  activity.  In  the  case  of  Navy  Stock  Account  class  207 
centrally  managed  allotment  purchases,  the  activity  to  be  identified  will  be  the 
ship  responsible  for  the  stores  account. 

(3)  Plant  Property  Account. 

When  the  transaction  type  code  indicates  a  purchase  as  a  direct  charge  to 
the  plant  property  account  (not  through  a  stores  account),  the  unit  identification 
code  of  the  activity  for  which  the  plant  property  is  purchased  (the  activity  for 
which  a  Reconciliation  of  Plant  Account  (NAVCOMPT  Form  167)  is  prepared) 
will  be  shown  as  the  property  accounting  activity. 

(4)  Travel  Order  Identification. 

(a)  General. 

For  temporary  additional  duty  travel  of  military  members  and 
civilian  employees,  identification  of  the  travel  order  is  accomplished  on 
transportation  requests,  military  transportation  authorization,  and  travel 
claims  by  citing  the  TANGO  or  travel  order  number  as  an  element  of 
accounting  data.  On  travel  orders,  transportation  requests,  military 
transportation  authorizations,  and  travel  vouchers,  the  TANGO  or  travel 
order  number  will  be  shown  on  the  accounting  classification  line  following 
the  transaction  type  and  preceding  the  cost  code.  For  all  temporary 
additional  duty  travel  funded  by  Navy  annual  appropriations  for  fiscal 
year  1977  or  subsequent  fiscal  years  (including  such  travel  of  Marine  Corps 
personnel),  the  last  digit  of  the  fiscal  year  funding  the  travel  will  be  the  first 
character  of  the  six-character  TANGO  or  travel  order  number.  For 
example,  if  the  appropriation  chargeable  is  1771804,  Operation  and 
Maintenance,  Navy,  the  first  character  of  the  six  character  TANGO  or 
travel  order  number  will  be  the  numeral  7.  When  travel  is  funded  by 
Marine  Corps  funds,  there  is  no  restriction  as  to  the  first  character  of  the 
travel  order  number. 
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(b)  Exception. 

An  exception  to  subparagraph  (a)  applies  when  the  travel  order 
cites  the  appropriation  17-1319,  Research,  Development,  Test,  and 
Evaluation.  Travel  orders,  transportation  requests,  military 
transportation  authorizations,  and  travel  vouchers  citing  the  RDT&E 
appropriation  will  include  the  TANGO  or  travel  order  number  in  the 
cost  code. 

(5)  Fleet  and  Security  Assistance  Program  Requisitions. 

The  unit  identification  code  of  the  requisitioner  for  procurement 
transactions  relating  to  the  operating  forces,  including  ships  operating  under 
special  accounting  class  207  procedures,  will  be  shown  as  an  extension  of  the 
cost  code  element.  The  unit  identification  code  will  be  preceded  by  R  or  V  as 
applicable.  For  Security  Assistance  Program  ’•equisitions  citing  Foreign 
Military  Sales  (FMS)  or  Grant  Aid  (GA)  appropriation  (17-11X8242,  Advances, 
Foreign  Military  Sales,  Executive  (Transfers  to  Navy),  or  17-11-1080,  Military 
Assistance  (Transfers  to  Navy),  the  unit  identification  codes  from  the 
MILSTR1P  requisition  number  will  be  cited. 

(6)  Research,  Development,  Test,  and  Evaluation. 

The  program  element  and  the  project  number  will  be  cited  for  all 
RDT&E  funded  procurement  transactions.  Only  the  program  element  is 
required  when  the  transaction  pertains  to  material  issues  from  the  Navy  Stock 
Fund  or  to  civilian  labor.  In  this  instance,  the  program  element  will  be 
shown  in  the  first  and  second  positions  followed  by  four  zeros. 

(7)  Research,  Development,  Test,  and  Evaluation,  Navy,  FY  1981  and 
Subsequent  Years. 

The  Property  Accounting  Activity  (PAA)  will  be  structured  for  FY  1981 
and  subsequent  years  as  follows: 

Headquarters  and  Centrally  Managed  Programs  Administering  Office 
and  Operational  Budget  Holder  (AO  &  OB)  and  Reimbursable 
Programs  (HB  OB)  Levels 

PAA 


000  00  0 


Performing  Activity 
or  Local  Use _ 


State  Code  or 
Local  Use  _ 


Element  of  Expense. 
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Field  (OB)  and  Reimbursable  Programs  (FLD  OB) 

PAA 

000  0  <> 

Local  Use  _ 1 _ I _ 

(8)  Navy  Stock  Fund  Budget  Project. 

When  the  Navy  Stock  Fund  is  reimbursed  for  an  issue,  the  financing 
Navy  Stock  Fund  two-digit  budget  project  number  will  be  cited  in  the  fifth 
and  sixth  positions  of  the  element,  preceded  by  four  zeros  under  the  line  of 
accounting  data  representing  the  appropriation  charged.  When  the  Navy 
Stock  Fund  is  reimbursed  for  a  cash  sale  in  register  14  (credit  to  Navy  Stock 
Fund),  this  element  will  contain  a  four-digit  customer  code  followed  by  the 
Navy  Stock  Fund  budget  project  number. 

(9)  Military  Personnel,  Navy  Subsistence-in-Kind  Program. 

For  subsistence -in-kind  procurements  from  local  vendors,  report  the 
Julian  date  of  the  requisition  preceded  by  two  zeros.  The  Julian  date  must 
be  compatible  to  the  appropriation  fiscal  year  cited  in  the  accounting 
classification  code. 

(9)  Cost  Code  ^twelve  digits). 

The  Cost  Code  provides  more  detail  than  the  information  identified  in  the 
remainder  of  the  accounting  classification  code.  The  cost  code  system  is  assigned 
by  the  accounting  office  (FIPC)  serving  the  allotment  holder  (NPS),  in  collaboration 
with  the  major  claimant. 

The  cost  code  used  by  NPS  consists  of  twelve  digits.  The  first  six  digits 
correspond  to  the  NPS  UIC;  i.e.,  "62271".  The  next  digit  entered  is  the  last 
number  of  the  fiscal  year;  for  FY  90  the  entry  would  be  "0",  for  FY  91  the  entry 
would  be  "1",  and  so  on. 

The  five  digits,  which  follow  the  fiscal  year  entry,  equate  to  the  Job  Order 
Number.  The  Job  Order  Number,  which  is  further  defined  in  the  next  section, 
consists  of  five  entries;  (1)  a  single  digit  for  the  expense  element,  (2)  the  first  digit 
of  the  cost  center  code,  (3)  the  first  digit  of  the  sub-cost  center  code,  and  (4&5)  two 
additional  digits  for  descriptive  elements. 

The  final  cost  code  entry  is  a  s'ngle  character  representing  the  expense 
element.  It  is  separated  from  the  previous  eleven  cost  code  digits  by  a  single 
space.  As  an  example,  the  cost  code  "622710QABQR  Q"  represents  an  obligation 
incurred  by  the  NPS  Comptroller  Department,  in  FY  90,  for  registration  fees  or 
conference  costs. 
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Local  Management  Coding  System. 

Office  Codes. 

Office  codes  are  assigned  to  each  office  within  the  NPS  organizational  structure, 
primarily  for  the  purpose  of  routing  correspondence.  The  coding  structure  provides  an 
efficient  of  means  of  identifying  departments  (cost  centers)  and  their  respective 
division/branch  offices  (sub-cost  centers).  Office  codes  are  not  the  same  as  cost/sub-cost 
center  codes  and  must  not  be  used  for  accounting  data  entries.  Office  codes  may  be  found 
in  Appendices  E  or  F. 

Cost  Center/Sub-Cost  Center  Codes. 

Cost  center  and  sub-cost  center  codes  are  local  management  codes  assigned  to  each 
department  and  division  for  the  purpose  of  tracking  financial  information.  With  respect  to 
NPS,  the  codes  are  assigned  in  collaboration  with  the  FIPC  (accounting  activity)  and  FSA 
(major  claimant).  Cost  and  sub-cost  center  codes  make  up  a  portion  of  the  job  order 
number,  standard  document  number,  and  accounting  classification  cost  code,  and  are  used 
on  financial  documents  to  identify  obligations  and  expenditures  by  location.  Ensure  that 
the  correct  codes  have  been  selected  when  preparing  financial  documents,  as  the  NPS 
codes  vary  depending  upon  whether  the  fund  source  is  OPTAR,  Direct  Funded  Research  or 
Indirect  Support.  Cost/Sub-cost  center  codes  may  be  found  in  Appendices  F  and  G. 

Job  Order  Numbers. 


0&M.N/0PTAR  Funds. 


The  Navy  uses  job  order  codes  to 
account  for  accrued  expenses,  by  relating 
the  job  order  to  various  categories  into 
which  expenses  aie  classified.  Job  order 
numbers  are  recorded  on  all  documents 
used  for  procurement,  consumption/ 
application,  and  accounting  for  operating 
funds.  A  job  order  could  contain  the 
elements  shown  in  Figure  4.3;  however,  as 
each  shore  activity  is  unique  in  its 
mission,  location,  etc.,  the  job  order  coding 
is  the  responsibility  of  the  individual 
command,  and  may  have  greater  or  fewer 
parts  than  the  one  illustrated. 


Figure  4.3  Sample  Job  Order 
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At  NPS,  the  job  order  number  consists  of  the  following: 

JOB  ORDER  NUMBERING  SYSTEM 


T  G  C  G  S 


tXPlMSE 

ELENTTtT 


tu%  CCST  center 


ADDITIONAL  DESCRIPTIVE 
CLEMENTS 


Refer  to  Appendix  D  for  the  information  on  expense  elements  codes. 

Reimbursable  Funds. 

The  primary  difference  in  accounting  between  Naval  Postgraduate  School 
0&M,N  (direct)  monies  and  reimbursable  monies,  is  that  accounting  for 
reimbursable  funds  must  be  done  separately  for  each  funding  document.  Because  of 
the  variety  of  reimbursable  funds  received  by  NPS,  each  reimbursable  account  must 
be  treated  as  a  separate  "pot  of  money"  for  accounting  and  billing  purposes. 

Funding  documents  received  by  NPS  are  each  assigned  a  separate  job  order  number 
by  the  Comptroller,  and  each  number  is  unique  to  that  reimbursable  account.  On 
the  other  hand,  the  FY  90  Operating  Budget  of  $46,743,000  is  accounted  for  by 
multiple  job  order  numbers  unique  to  each  cost  and  sub-cost  center,  but  jointly  tied 
to  the  total  direct  funding. 

Job  order  numbers  assigned  by  the  Comptroller  for  reimbursable  accounts 
consist  of  a  five  digit  alpha-numeric  code,  usually  preceded  by  the  NPS  UIC  and 
the  last  digit  of  the  fiscal  year: 

The  first  digit  of  the  code  will  always  commence  with  the  letter  "R",  to 
indicate  that  the  funds  are  associated  with  a  reimbursable  account. 

The  next  four  letters  are  a  "special  code"  the  Comptroller  assigns  depending 
upon  the  reimbursable  account  category  the  funds  are  assigned  to;  i.e., 

PW  -  Public  Works  Department 

FH  -  Family  Housing 

RR  -  Reimbursable  Research 

NR  -  Navy  Research 

RM  -  Other  Reimbursable 

AC  -  Academic  Services 

DR  -  DRMEC 

PR  -  PERSEREC 

TU  -  Tuition 


While  the  codes  for  reimbursable  accounts  may  not  appear  systematic  to 
personnel  working  at  the  cost  center  level,  suffice  it  to  say  that  a  unique  job  order 
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number  is  assigned  to  each  reimbursable  account.  The  account’s  job  order  number 
is  provided  to  cost  centers,  on  a  "Granting  of  Funding  Authorization"  memorandum, 
whenever  the  cost  center  is  given  authorization  to  obligate  reimbursable  funds. 

Document  Numbering  System. 

Document  numbers  are  used  to  administratively  track  financial  documents.  At 
NPS,  a  document’s  standard  document  number  would  be  assigned  as  shown  in  Figure  F.l 
of  Appendix  F. 

Appendices  F  and  G  provide  OPTAR  and  Direct  Funded  Research  document  serial 
numbers  assigned  to  NPS  cost/sub-cost  centers.  Note  that  the  document  serial  numbers 
must  be  used  in  sequential  order.  The  first  row  of  serial  numbers  shown  in  the 
Appendices  apply  to  all  documents  other  than  DD-1348  Milstrip  Requisitions.  For 
example,  the  Comptroller  Department’s  OPTAR  serial  numbers  commence  with  ABOOO  and 
progress  sequentially  through  AB999.  If  more  than  one  thousand  document  serial  numbers 
are  required  during  the  fiscal  year,  the  Comptroller  OPBUD  Division  must  be  notified  and 
a  new  series  of  document  numbers  will  then  be  assigned. 

For  Direct  Funded  Research  (DFR),  a  variation  on  the  system  shown  in  Appendix  G 
has  recently  been  implemented  in  order  to  separate  different  research  accounts  within  the 
same  cost/sub-cost  center.  For  DFR  accounts,  the  third  digit  of  the  document  serial 
number  will  be  a  letter  (vice  a  numeral)  assigned  to  a  specific  Principal  Investigator 
within  that  department.  For  example,  a  research  account  document  serial  number  for 
Professor  Smith,  of  the  Computer  Science  department,  might  be  "LAAOO",  vice  the 
Computer  Research  departments  normal  serial  number  of  "LAOOO".  In  any  case,  a  unique 
range  of  document  serial  numbers  will  be  provided  to  the  Principal  Investigator,  on  the 
"Granting  of  Funding  Authorization”  memorandum,  when  research  funds  are  approved. 

The  second  row  of  document  serial  numbers,  shown  in  Appendices  F  and  G,  pertain 
to  DD-1348  Milstrip  Requisitions.  A  DD-1348’s  document  number  must  always  start  with 
the  UIC,  followed  by  the  julian  date,  and  the  four  digit  serial  number.  As  each  cost/sub¬ 
cost  center  is  assigned  a  sequence  of  ten  serial  numbers,  only  ten  requisitions  may  be 
made  per  julian  day.  As  an  example,  the  Comptroller  Department’s  first  requisition  of 
the  day,  on  January  01,  1990,  would  require  the  document  number  "62271  0001  0011". 

The  document  serial  numbers  would  progress  up  to  "0020”  for  each  subsequent  requisition. 
The  first  requisition  on  January  2  would  read  "62271  0002  0011". 
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PURCHASE  DOCUMENTS 


Introduction. 

The  purchase  of  supplies  or  services  involves  one  of  several  documents.  The 
document  used  is  dependent  upon  the  source  of  supplies  or  services.  Generally,  purchases 
from  government  sources  require  the  DD  Form  1348  (DOD  Single  Line  Item  Requisition 
System  Document),  while  purchases  from  commercial  sources  require  the  NPS  Open 
Purchase  Requisition  Form.  Procurement  of  express  mail  service  requires  a  DD  Form 
1149  (Requisition  and  Invoice/Shipping  Document). 

The  following  forms  are  used  to  obligate  funds: 

(1)  NavCompt  2277  Voucher  for  Disbursement  and/or  Collection. 

(2)  DD  Form  1149  Requisition  and  Invoice/Shipping  Document. 

(3)  DD  1348  DOD  Single  Line  Item  Requisition  System  Document. 

(4)  NPS  Open  Purchase  Requisition  Form. 

Two  additional  forms  are  used  to  requisition  items  from  local  sources. 

(5)  GPO  689-317,  Office  Supplies,  Turn-in  or  Request. 

(6)  NAVFAC  9-11014/8,  Material  Requirements/Issue  Document. 


References. 

(1)  Supply  Department’s  FY90  Customer  Service  Manual 

A  guide  for  procurement  and  disposition  of  material  and  supplies. 
Provides  basic  information  about  NPS  supply  services  and 
preparation  of  required  documents. 

(2)  NAVPGSCOLINST  3900.2 

Accountability  of  Books  Purchased  through  Reimbursable  Research 
Funds. 

(3)  NAVPGSCOLINST  4400.1 
Requisition/Receipt  Procedures  for  Supplies. 

(4)  NAVPGSCOLINST  4400.2 

Policies  and  Procedures  for  Purchasing  Restricted  Items. 

(6)  NAVPGSCOLINST  7200.1E 

Fees  &  Expenses  to  Visiting  Lecturers/Consultants. 

(6)  NAVPGSCOL  NOTICE  7200  Fees  for  Guest  Lectures/Consultants 
(Honorariums). 
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Document  Description. 

NavCompt  Form  2277  Voucher  for  Disbursement  and/or  Collection. 

(Figures  5.1  and  5.2) 

Although  the  NavCompt  Form  2277  has  many  uses,  it  is  addressed  in  this  section 
for  the  authorization  and  payment  of  Honorariums. 

Honorariums. 

A  Honorarium  is  a  gratuitous  payment,  or  fee,  paid  to  guest  lecturers  or 
consultants  for  their  services.  Departments  wishing  to  pay  honorariums  to  guest 
lecturers  must  complete  NavCompt  Form  2277  (Figure  5.1),  and  a  local  honorarium 
request  form  (Figure  5.2).  As  the  Comptroller  authorizes  all  honorariums, 
payments  should  be  cleared  through  the  Comptroller  prior  to  scheduling  the  guest 
speaker.  If  the  honorarium  involves  research  funding,  the  documents  should  be 
routed  to  the  Comptroller,  via  the  Research  Administration  Office.  Approved 
honorariums  are  forwarded  to  the  Personnel  Support  Detachment  (PSD)  for 
payment. 

Honorariums  over  $250  per  day  require  approval  of  the  Division  Dean. 
Honorariums  exceeding  $350  per  day  must  be  approved  by  the  Superintendent. 

DD  Form  1149  Requisition  and  Invoice/Shipping  Document. 

(Figure  5.3) 

DD  Form  1149  form  is  used  for  overnight  mailing  of  materials  from  NPS. 

DD  Form  1348  Single  Line  Item  Requisition. 

(Figures  5.4  &  5.5) 

The  DD  Form  1348  is  used  to  requisition  and  pay  for  supplies  and  equipment 
procured  through  government  sources;  e.g.,  Navy  Supply  System,  General  Services 
Administration  (GSA),  etc.  When  used  as  a  requisition,  each  line  item  requires  a  separate 
form.  The  form  may  also  be  used  to  pay  for  items  acquired  through  local  government 
supply  stores,  like  NPS  Ready  Supply,  and  NPS  Office  Supply  Issue. 

NPS  Open  Purchase  Requisition  Form. 

(Figure  5.6) 

The  Open  Purchase  Requisition  is  used  to  order  items  not  available  through 
government  sources,  and  therefore  must  be  procured  commercially.  The  Purchasing 
Officer  uses  the  form  to  prepare  the  DD  Form  1155,  Purchase  Order.  The  Purchase 
Order  represents  a  legal  obligation  of  funds,  and  is  mailed  to  the  vendor  by  the 
Purchasing  Office. 
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GPO  689-317,  Office  Supplies,  Turn-in  or  Request. 

(Figure  5.7) 

This  form  is  used  for  requesting  items  from  Office  Supply  Issue.  The  document 
expedites  issuance  of  supplies  and  is  used  to  subsequently  bill  cost  centers. 

NAVFAC  9-11014/8,  Material  Requirements/Issue  Document. 

(Figure  5.8) 

This  form  is  a  preliminary  document  used  to  request  items  from  Ready  Supply 
(Ready  Supply  is  similar  to  a  commercial  "Cash  and  Carry”  operation).  When  the 
document  is  received  by  Ready  Supply,  the  request  is  filled  and  the  requesting  activity 
notified  of  the  total  amount.  The  requesting  activity  must  then  use  a  DD-1348  to  pay  for 
and  receive  the  goods. 


General  Information. 

Government  regulations  stipulate  strict  guidelines  for  selecting  the  suppliers  of 
goods  and  services.  The  requisition  documents  required  to  order  supplies  or  services, 
depend  upon  the  source  of  supply. 

Regulations  require  that  the  precedence,  specified  below,  be  applied  in  determining 
source  of  supply.  In  other  words,  the  requisitioner  must  first  check  to  see  if  items  needed 
are  available  through  excess  property.  Procuring  a  item  commercially  (open  purchase)  is 
the  supply  source  of  last  resort. 

1.  DOD  Excess  Property 

2.  DOD  Standard  Stock 

3.  GSA  Stores  Stock 

4.  Blind/H&ndicapped  made  or  Prison  Industries 

5.  GSA  Contracts 

6.  Commercial  Source  (Open  purchase) 

Catalogs,  or  a  listing  of  supplies  and  services  available  from  each  of  these  sources, 
can  be  obtained  from  the  Supply  Department.  The  Supply  Department  screens  all 
requisitions  to  ensure  that  the  source  and  price  are  correct. 


Document  Preparation. 

The  Supply  Department  publishes  and  distributes  the  "Customer  Service  Manual", 
which  includes  purchasing  guidelines  and  instructions  for  preparing  purchase  documents. 
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While  this  section  will  not  duplicate  the  efforts  of  the  Customer  Service  Manual, 
procedures  for  completing  NAVCOMPT  Form  2277  (Figure  5.1)  have  been  provided. 
Examples  of  the  following  documents  are  also  included: 


Memorandum  •  Payments  to  Visiting  Lecturers/Consultants 

(Figure  5.2) 

DD  Form  1149,  Requisition  and  Invoice/Shipping  Document 

(Express  Mail)  (Figure  5.3) 

DD  1348,  DOD  Single  Line  Item  Requisition  System  Document. 
(Figures  5.4  &  5.5) 

NPS  Open  Purchase  Requisition  Form. 

(Figure  5.6) 

GPO  689-317,  Office  Supplies,  Turn-in  or  Request. 

(Figure  5.7) 

NAVFAC  9-11014/8,  Material  Requirements/Issue  Document. 

(Figure  5.8) 
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HONORARIUMS 

NAVCOMPT  FORM  2277  -  VOUCHER  FOR 
DISBURSEMENT  AND/OR 
COLLECTION 


The  NAVCOMPT  FORM  2277  is  a  multi-purpose  form,  often  used  at  NPS  to  pay 
Honorariums  to  guest  speakers.  Guidelines  covering  honorariums  are  contained  in 
NAVPGSCOL  Instruction  7200. IE  and  NAVPGSCOL  Notice  7200  dated  14  April,  1989. 
Like  any  other  purchase,  the  honorarium  must  be  approved  prior  to  receiving  the  service. 
The  following  information  provides  amplifying  instructions  for  completing  the  form.  Blocks 
not  covered  should  be  left  blank.  A  sample  of  a  completed  form  is  shown  in  Figure  5.1. 


BLOCK  DESCRIPTION 

(1)  PURPOSE 

Place  an  "7"  in  the  DISB  box  to  indicate  the  form  is  being  used  for  a 
disbursement. 

(2)  DATE 

Enter  the  date  of  the  request.  Honorariums  must  be  authorized  in  advance 
of  the  service,  therefore,  this  date  must  be  prior  the  to  datevs)  of  service  in 
block  9B. 

(3)  REFERENCE  DOCUMENT  NO. 

N62271(FY)MD  (5-digit  serial  number) 

Example:  N6227190MDAB001 

(6)  FROM: 

Department  Name  and  Address. 

(8)  TO: 

Name,  Social  Security  Number,  and  Address  of  the  guest  lecturer.  The  check 
will  be  made  payable  to  the  name  in  this  block. 

(9A)  INVOICE  OR  ORDER  NO. 

Leave  blank. 
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(9B)  DATE  OF  DELIVERY/SERVICE 


Enter  the  actual  dates  of  the  lecture. 


(80  DESCRIPTION 

Enter  "Honorarium  for  Guest  Lecture". 

(9D)  QUANTITY 

Enter  the  number  of  days  for  which  the  guest  lecturer  will  be  paid. 

(9E)  UNIT  PRICE 

Enter  the  daily  appropriate  fee  in  the  COST  block  (guidelines  for  this  are 
published  in  NAVPGSCOLINST  7200. IE  and  enter  "DAY"  in  the  PER  block. 

(9F)  AMOUNT 

Enter  the  total  Honorarium  in  this  block.  It  should  equal  the  product  of  the 
price  (block  9D)  and  quantity  (block  9E). 

(9H)  TOTAL 

Enter  the  sum  of  amounts  in  block  9F. 

(10)  TYPE  OF  PAYMENT  OR  BILL 

Place  an  "X"  in  the  FINAL  box. 

(13)  ACCOUNTING  CLASSIFICATION  TO  BE  CHARGED 

Enter  the  Accounting  data  (see  the  Coding  Section)  and  the  appropriate 
amount  to  be  charged. 

(16)  APPROVED 


Type  the  Comptroller’s  name,  rank,  service,  current  date,  and  title; 
"Comptroller". 


i.e. 


64 


Chapter  5  Purchase  Documents 


VOUCHER  FOR  DlSfe. 
_ ▲ _ A _ 
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3  Reference  Document  No. 

1  N6227190MDPAP00 

*  8*M  Numo 9r 

5  Voucher  No. 

6  FROM 

Operations  Research  Department 

Naval  Postgraduate  School 

Monterey,  CA  93943-5000 

7.  PAIO  BV 

CHECK  NO. 

8  TO  . - 

1 

SSN: 

n 

1 

9 
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A 
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exchange  rate 
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13 
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A 
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B 
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6 

BUREAU 

CONTROL 
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PAA 
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K. 
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Figure  5.1  NAVCOMPT  2277  Voucher  for  Disbursement  (Honorariums) 
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MEMORANDUM 

From : 

To:  Disbursing  Section,  Personnel  Support  Detachment 

Via:  Comptroller 

Sub j :  PAYMENTS  TO  VISITING  LECTURERS/ CONSULTANTS 
Ref:  (a)  NAVPGSCOLINST  7200. IE 

1.  In  accordance  with  reference  (a),  an  honorarium  in  the  amount 
of  $ _ is  just  and  proper  payment  to _ , 

(U.t .  citilfC!  only) 

SSN _ ,  home  address _ ,  for 

professional  services  performed  in  the  Naval  Postgraduate  School, 

Monterey,  California  on  the  _ day  of _  19 _ .  The 

purpose  of  the  visit  and  the  nature  of  the  services  to  be  provided 
are : 

I  Explain  in  detail  the  purpose, 

I  and  the  benefit  to  NPS. 


3.  The  visiting  lecturer/consultant  is: 

(  )  not  an  employee  of  the  Federal  Government 
(  )  not  a  U.S.  citizen 

3.  Visiting  lecturer/consultant  is  to  travel  from 
Mode  of  travel _ 

Stare  (POV,  Co"me'-ei»l  *» r,  etc.) 


C>ry 


4.  An  ITQ  will/will  not  be  requested. 

Est  of  ITO  (not  paid  with  fee)  (Copy  attached)  S _ 

5.  Please  (  )  mail  check  to  payee's  home  address 

(  )  hold  check  to  be  picked  up  for  delivery  to  payee 
(  )  other  disposition  of  check  (specify) 


Requestor 


Authorizing  Fund  Administrator 


Division  Dean/Resource  Mgr 
(if  over  $250.00  per  day) 


Figure  5.2  Payments  to  Visiting  Lecturers/Consultants 
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REQUISITION  AND  INVOICE  /  SHIPPING  DOCUMENT 


SUITLY  DEPARTMENT. 
NAVAL  POSTCRADLATE 

CODE  42U 

SCHOOL,  MONTEREY  CA 

93943 

DESTINATION  ADDRESS 

(NO  P.0.  BOXES 

-  IF  COINC  TO  AN 

INSTALLATION. 

THIS  SHOULD  INCLUDE 

BUILDING  4  ROOM  NUMBER) 

DESTINATION  TEL: 

OVERNIGHT  EXPRESS 


PERSON  AUTHORIZED  TO  EIGH  DD1348) 


(SAME  AS  BLOCK  5) 


AIRBORNE  EXPRESS 


|  1.  USE  SUBCOST  PLUS  SERIAL  NUMBER  EXAMPLE :  QBA0PI.  QB^?02. 

j  2  VSE  COST  TCTE  ELL'S  EtrENSE  EL  EM  NT  L 

I  ?.  Zkii  exten5!?s  f:p  er;ce  estimate 


DO  ,  1  1  49  i 


Figure  5.3  DD  Form  1149  Requisition  and  Invoice/Shipping  Document  (Express 


(00221) NSC  OAKLAND.  CA 


•  !  i  w  »  ’  O'-  J  * 

i  6  2  2  7  1  )  NAVT*GSCOL  MONTE R£Y  .  CA  *3943 

Dep2r cmen : ,  Code,  Telephone  Number 


•  ».«•*  ih«i  •  >cti 


.  .....  «j| 


T  2D  :|  i 


NSC  Oakland  Foro  Requisition 


Figure  5.4  DD  1348  -  DOD  Single  Line  Item  Requisition 
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Figure  5.8  NAVFAC  9-11014/8,  Material  Requirements/Issue 
Document 


CHAPTER  6 


TRAVEL  DOCUMENTS 


Introduction. 

Several  documents  exist  which  deal  with  the  obligation  and  expenditure  of  funds  for 
travel  purposes.  These  include: 

(1)  NAVPERS- 1320  TEMADD  Military  Travel  Order. 

(2)  DD  Form  1610  Civilian  Travel  Order. 

(3)  NAVSO  4660/10  Invitational  Travel  Order. 

(4)  Fund  Cite  Authorization. 

(5)  SF  1164  Claim  for  Reimbursement  for  Expenditures  on  Official 
Business. 

(6)  DD  Form  1351-2  Travel  Voucher. 

In  addition,  several  forms  and  messages  assist  in  the  preparation  of  travel 
documents,  expedite  claims  for  travel  reimbursement  or  provide  approval  for  foreign  travel: 

(7)  Travel  Request 

(8)  Travel  Worksheet 

(worksheet  titles  and  formats  may  vary  from  one  department  to 
another) 

(9)  Passenger  Reservation  Request 

(10)  Worksheet  for  Reimbursement  of  Travel  Expenses 

(11)  Visit  Notification  or  Area  Clearance  Request 


References. 

(1)  Joint  Federal  Travel  Regulations 

Sets  forth  Federal  Travel  Entitlements. 

(2)  NAVPGSC OLINST  4660.4B 

Policy  for  Official  Travel  Performed  By  NPS  Personnel. 

(3)  NAVPGSCOL  NOTICE  5060  of  27  April  1989 
Reduction  in  Military  and  Civilian  Travel  Costs. 

(4)  NPS  Travel/Country  Clearance  Handbook 

Travel  document  preparation  procedures  for  travel  outside  CONUS. 
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Document  Description. 

NAVPERS  1320/DD  Form  1610  -  Military/Civilian  Travel  Orders. 

(Figures  6.6,  6.7, &  6.8) 

TAD  Travel  Orders  officially  authorize  travel  for  military  or  civilian  DOD  personnel 
required  to  perform  temporary  duty  outside  of  the  local  area.  Individuals  requiring  travel 
usually  provide  specific  travel  information  on  the  Travel  Worksheet  and  Passenger 
Reservation  Request.  This  information  is  then  transferred  to  the  Travel  Order  by  the 
department’s  travel  clerk. 

NAVSO  4650/10  -  Invitational  Travel  Orders  (ITO). 

(Figures  6.9  &  6.10) 

Invitational  Travel  Orders  are  issued  to  persons  not  employed  by  the  government. 
For  example,  an  ITO  might  be  used  to  pay  the  travel  expense  of  a  visiting  guest  speaker. 
Travel  advances  are  not  authorized  for  this  type  of  travel  order. 

Fund  Cite  Authorization  (FCA). 

(Figures  6.11  &  6.12) 

Fund  Cite  Authorizations  allow  NPS  funds  to  pay  the  travel  expenses  of  personnel 
assigned  to  other  activities.  For  example,  assume  the  Naval  Postgraduate  School  were  to 
invite  a  DOD  employee  to  travel  to  Monterey  and  assist  in  a  research  project.  NPS 
would  send  a  Fund  Cite  Authorization  to  the  visitor’s  employer,  detailing  the  accounting 
data  for  the  employer  to  use  on  the  visitor’s  Travel  Order.  A  budget  analyst,  at  the 
Naval  Postgraduate  School,  would  enter  the  accounting  data  into  the  local  and  Navy 
accounting  systems  to  record  the  obligation.  The  activity,  which  eventually  settles  the 
claim,  enters  the  expenditure  into  the  Navy  accounting  system  using  the  NPS  accounting 
data  cited  on  the  visitor’s  Travel  Order.  This  records  the  actual  travel  expense  against 
the  obligation  previously  established. 

SF  1164  -  Claim  for  Reimbursement  for  Expenditures  on  Official  Travel. 

(Figure  6.15) 

This  document  is  for  local  area  travel  and  other  routine  expenses.  It  is  used  in 
situations  when  official  travel  orders  are  not  required.  For  example,  if  a  government 
vehicle  was  not  available  and  someone  used  their  private  automobile  for  official  business, 
this  form  would  be  submitted,  in  lieu  of  a  travel  voucher,  to  reimburse  the  individual  for 
his  or  her  out-of-pocket  expenses. 

DD  Form  1351-2  -  Travel  Voucher. 

(Figures  6.16  &  6.17) 

Travel  Vouchers  are  submitted  for  the  reimbursement  of  travel  claims  incident  to 
official  travel.  The  information  provided  on  this  form,  such  as  actual  transportation  costs, 
lodging,  and  meal  expense,  enables  the  government  to  adequately  compensate  an 
individual  for  personal  expenses  incurred  while  acting  in  an  official  capacity. 
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Travel  Request. 

(Figure  6.5) 

In  accordance  with  NAVPGSCOLENST  4650.4B,  a  "Travel  Request  Form"  must 
accompany  all  travel  orders,  including  Invitational  Travel  Orders  (ITO),  whether  at  cost  or 
no  cost  to  the  government.  This  form  will  remain  on  file  in  the  Comptroller’s  Office  for 
intemal/extemal  audits.  The  form  contains  many  of  the  same  elements  various 
departments  use  on  their  Travel  Request  Worksheets. 

Travel  Worksheet/Passenger  Reservation  Request/ 

Worksheet  for  Reimbursement  of  Travel  Expenses/Visit  Notification. 

(Figures  6.1,  6.2,  6.3,  &  6.4) 

The  worksheets  and  PRR  are  locally  developed  forms  which  assist  in  the 
preparation  of  official  travel  documents. 

A  Visit  Notification  (Figure  6.4)  or  Area  Clearance  Request  is  required  for  travel 
outside  of  the  continental  United  States  (CONUS).  The  NPS  Travel/Country  Clearance 
Handbook  contains  information  regarding  the  preparation  of  the  required  letters  and 
messages.  When  completed,  submit  the  message  draft  or  letter  to  the  Director  of 
Programs,  Administrative  Officer  (Code  032),  via  the  appropriate  Dean,  for  further  routing 
and  approval. 


General  Information. 

In  addition  to  the  travel  information  provided  in  Part  III  -  Document  Processing; 
the  following  brief  summary  is  provided  to  assist  in  the  preparation  and  routing  of  travel 
documents: 

Cost/Sub-Cost  Centers. 

1.  The  "Travel  Request  Form"  is  originated  by  the  traveler  to  allow  the  approving 
official  to  review  and  certify  travel,  and  to  enable  clerical  personnel  to  complete  the 
necessary  official  travel  documents. 

2.  Submit  one  copy  of  the  Travel  Request  Form,  appropriate  travel  orders,  copy  of 
Passenger  Reservation  Request  (if  applicable)  and  other  supporting  documents  as  follows: 

A.  If  research  funds  are  used  to  support  travel,  submit  travel  orders  to  the 
Research  Administration  Office  who  will  forward  the  orders  to  either: 

(1)  the  mezzanine,  if  signatures  are  required  at  that  level, 
or 

(2)  the  appropriate  division  in  the  comptroller’s  office  (Reimbursable  Division 
for  reimbursable  research;  Operating  Budget  Division  for  direct  funded 
research.) 
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B.  If  0&M,N  (OPTAR)  funds  are  used,  submit  travel  orders  to  the  Operating 
Budget  Division  Edit  Clerk. 

C.  If  reimbursable  funds  are  used,  submit  travel  orders  to  the  Reimbursable 
Accounts  Division. 

3.  When  airline  tickets  or  car  rental  is  required,  complete  the  Passenger  Reservation 
Request,  and  forward  an  advance  copy  to  the  PSD  Transportation  Office. 

4.  All  travel  orders  require  one  (1)  original  and  at  least  seven  (7)  copies.  The  copies 
are  provided  to  the  following  offices: 

1  copy  a  department 
I  copy  =  002  (obligation) 

1  copy  =  002T  (travel  clerk) 

1  copy  s  012  (Research  Admin.)  if  required 

1  copy  3  SATO 

2  copies  3  PSD  (claims) 

Keep  in  mind  that  the  Personnel  Support  Detachment  and  NPS  Comptroller  do  not 
levy  these  requirements  without  reason.  Copies  of  vouchers,  receipts  and  memorandums 
must  be  maintained  at  PSD  and  NPS  to  establish  an  audit  trail.  If  a  particular 
requirement  seems  unreasonable,  it  may  be  directed  from  a  higher  authority  for  a  specific 
purpose. 

Comptroller. 

1.  The  appropriate  comptroller  division  reviews  the  travel  orders  for  correct  accounting 
and  availability  of  funds,  and  then  forwards  the  documents  to  the  Travel  Clerk. 

2.  The  Comptroller  Department  Travel  Clerk  reviews  travel  orders  for  compliance  with 
the  Joint  Travel  Regulations  (JTRs)  and  submission  of  appropriate  documentation,  and 
then  submits  the  paperwork  to  the  Comptroller  for  signature.  Travel  orders  that  do  not 
require  tickets  and/or  a  travel  advance  are  then  returned  to  the  department.  Travel 
orders  requiring  checks  for  a  travel  advance,  airline  tickets,  or  car  rental  are  forwarded  to 
the  Personnel  Support  Detachment. 

Personnel  Support  Detachment. 

Claims  and  Vouchers  Division. 

The  Claims  and  Vouchers  Division  prepares  travel  advance  checks  for  pickup 
by  the  traveler  or  department.  Advance  checks  will  be  available  no  earlier  than 
three  working  days  prior  to  date  of  departure.  If  advance  registration  fees  are 
required,  indicate  on  the  travel  order  the  actual  date  required. 

Transportation  Division. 

The  Transportation  Division  prepares  airline  tickets  for  pickup  by  the 
traveler  or  department. 
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Document  Preparation. 

This  section  provides  the  procedures  and  examples  necessary  to  prepare  the 
following  travel  documents: 

Travel  Worksheets/Passenger  Reservation  Request/Visit  Notification 

(Foreign  Clearance) 

(Figures  6.1,  6.2,  6.3  and  6.4) 

Travel  Request  Form 

(Figure  6.5) 

Civilian  Travel-  DD1610  Civilian  Travel  Orders 

(Figures  6.6  and  6.7) 

Military  Travel  -  Navpers  1320  TEMADD  Travel  Order 

(Figure  6.8) 

Invitational  Travel  Order  -  NAVSO  4150/10 

(Figures  6.9  and  6.10) 

Fund  Cite  Authorizations 

(Figures  6.11  and  6.12) 

Group  Travel  (cost) 

(Figure  6.13) 

Group  Travel  (no-cost) 

(Figure  6.14) 

Travel  Amendments 
Travel  Cancellations 

Local  travel  of  less  than  10  hours  involving  no  payment  of  per  diem  •  SF 
1164  Claim  for  Reimbursement  for  Expenditure  on  Official  Business 
(Figure  6.15) 

Travel  Claims  -  DD  Form  1351-2  Travel  Voucher  or  Subvoucher 
(Figures  6.16  and  6.17) 
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TRAVEL  WORKSHEETS/PASSENGER  RESERVATION 
REQUEST/VISIT  NOTIFICATION 


TRAVEL  WORKSHEET 

Please  note  that  travel  requests  should  be  submitted  at  least  10 
days  prior  to  departure  date;  15  days  prior  if  you  want  an 
advance . 

Name:  _  Date  of  Request  _ 

Dates  of  Travel :  _ 

Destination:  _ 

Type  of  orders:  Single  /  Group  /  Invitational  (ITO)  /  Fund  cite  / 
No  Cost  To  Government 

Do  you  plan  to  drive  to  your  destination?  YES  NO 


!  ! !  PLEASE  DO  NOT  MAKE  RESERVATIONS  WITH  INDIVIDUAL  AIRLINES !  !  ! 


FILL  OUT  ATTACHED  PRR  FORM 


PLEASE  MAKE  RESERVATION- 


RESERVATION  ARE  MADE 


Airline 
Rental  Car 


SATO 

Rental  Car 


♦♦Request  authorization  for  use  of  TAXI/  LIMO/  POV  in  and  around 
TDY  area.  No  authorization  needed  for  transportation  to/from 
airport . 

Funding:  Cost  Code/Job  Order  No.  _ 


Registration  fee  required?  YES/NO  $ _ (Refer  to  memo  9 

Oct  85) 


Date  fee  required  by  _ 

Advance  required?  YES/NO  (Will  be  ISSUED  2  days  prior  to  date  of 

departure) 


♦Utilization  of  government  quarters  required,  if  available,  when 
traveling  to  another  government  post/installation,  otherwise 
orders  must  be  stamped  to  indicate  nonavailability. 


Any  special  or  unusual  arrangements  should  be  brought  to  the 
attention  of  the  travel  clerk  BEFORE  travel  orders  are  processed. 


Figure  6.1  Travel  Worksheet 
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PS DMTRYINST  4  6  5  0 . 1 D 


PASSENGER  RESERVATION  REQUEST  ( PRR) 


This  PRR  applies  to  official  travel  for  Temporary  Additional  Duty  (TAD) , 
Permanent  Change  of  Station  f PCS )  INCCNUS  for  Navy  sponsor  traveling 
accompanied,  unaccompanied  or  Navy  dependents  traveling  unaccompanied.  A 
Ticket  will  not  be  issued  without  approved  travel  orders  for  members 
traveling  cn  TAD/PCS  orders. 

Complete  this  form  and  include  specific  travel  requirements  AS  SOON  AS 
TRAVEL  DATES  ARE  KNOVTN  and  return  to  Pat. 


(Name:  Lasr,  Firsr,  M 


DESTINATION  (Nearest 


wA.  i.Oiv  wrt- L/  *  -  t\  . 


TRAVEL  REQUIREMENTS 


DATE/ TIME/ OF  FIRST  CF 
LC CATION/ DATE/ TIME  AV 


TMZ/OF  LAST  CFF 


NTAL  CAR  EE  AU 


Passenger  Remarks:  (Addi 


PSDMTRY  FORM  4650/1  (Rev  7/88) 


Figure  6J2  Passenger  Reservation  Request 


(Signature) 
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0*1  ,  .DCA.  T 
.  rj4He+rC 


;S“  o/JYJLr . c...  '®s| 

VtaSti r.  C  •J'ltfjo."-'  /-<•  3  -  fcf'*’-'1 


SYMBOLS  tUu  two  inter;, 


MEASS/MODE  OF  TRAVEL 
FIRST  LETTER  SECOND  LETTER 


(1)  TRNSPN  REQ  . 

.  .T 

(5)  AUTO . 

(2)  GOVT  TRNSPN . 

G 

(6)  BLS . 

. B 

(3)  CO  ML  TRNSPN .  . 

..C 

(T)  PLANE .  . 

. P 

(g)  RAIL . 

. R  ! 

. .  V  1 

CONVEYANCE . 

P 

(10)  MOTORCYCLE  .  .. 

. . .  ,  M  ' 

SYMBOLS 


REASONS  FOR  STOPS 

(1)  AWAITING  TRNSPN . AT 

G,  LEAVE  EN  ROUTE . LV 

;j)  MISSION  COMPLETE  . MC 

(<)  authorized  delay . ad 

(3)  TEMPORARY  DUTY . TD 


*?.£ SISTrATION  FEE(s) 
•PHONE  CALLS: 


(Must  have  either  receipt  or  cancelled  check) 
UNT  PHONE  #  PERSON  CALLED/REASON 


•OTHER  (Specufyi  _ 

COMPLETION  OF  OFFICIAL  BUS 
AND  DATE 


AMOUNT 

(1) 

(2) 


INESS  (IF  ON  SATURDAY  OR  SUNDAY),  PROVIDE  THE  TIME 


Figure  6.3  Travel  Expense  Worksheet 
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nTTUZYUW  RL‘JJ63a2  191  2  223  T2  2  'UUUU--RUVFSUL  .  r <_  J_^_X 

ZNR  UUUL'U  ||  “ _ — ^  7 

R  I  92.53  3Z  JUL  39  ZYB  n  ' 

f:i  imvPGSCot  monterey  ca  ^  K/j  /  \ 

TO  CINOPaCFLT  PEARL  HARBOR  HI  /  \ 

INFO  U5C 1  NCP  AC  HONOLULU  HI  ..  .  p.  t^\  •*  \ 

CTU  ONE  six  EIGHT  PT  ZERO  PT  ELEVEN  /  \ 

UNCLAS  //N34653// 

SUB J :  VISIT  NOTIFICATION  I  \  __ 

A.  CPNAVIHST  4652.  I  IE 

1.  NOTIFICATION  CF  OFFICIAL  TRAVEL  BY  NAVPGSCOL  FACULTY  MEMBER,  FCLL 
INFO  PROVIDED  l AW  neF  A: 

A.  KENNETH  J.  EUSKE,  GS-|A  ESUIV,  PROFESSOR,  DEPT  CF  ADMIN¬ 
ISTRATIVE  SCIENCES,  NPS ,  MCNTLnLY,  CA,  NO  CLEARANCE  REQUIRED,  NO  PASS 
PCHT  REQUIRED,  DOB:  16  FEB  AS  AT  CHICAGO,  IL. 

S.  PROPOSED  ITINERARY 

12  AUG  39  DEPART  MONTEREY,  CA  ENR  HONOLULU  ,  HI  VIA  COMMERCIAL 
AIR. 

15-15  AUG  39  ATTEND  THE  AMERICAN  ACCOUNTING  ASSOCIATION 
ANNUAL  MEETING. 

15  AUG  39  MEET  WITH  RESEAnCH  SPONSOR  AT  CINCPACFLT,  OAHU,  HI. 

IT  AUG  39  DEPART  HI,  VIA  MONTEREY,  CA  VIA  COMMERCIAL  AIR. 

C.  PROF  EUSKE  WILL  EE  MEETING  .IT.-  RESEARCH  SPONSOR:  AND  ATTEND 
THE  AMERICAN  ACCOUNTING  ASSOCIATION  ANNUAL  MEETING.  MEETINGS 

■WILL  BE  HELD  AT  THE  UNIVERSITY  CF  HAWAII,  POO:  PALL  GERHART,  HILTON 
HAWAIIAN  VILLAGE,  EXECUTIVE  D1-ECTC-,  PHONE  815-921-7747. 

D,  NONE,  NO  OISCLOSU-E  OF  CLASSIFIED  INFORMATION  PROPOSED. 

E ,  LOCAL  SUPPORT  A  R  R  A  N  3  E  J  .  , 

F.  HOT  APPLICABLE. 

G,  NOT  APPLICABLE. 

H.  LOCAL  POINT  CF  CONTACT:  os.Cr  DA.  ID  S.  »'i-Ir?LE  ,  CHAIRMAN, 

CODE  54,  ADMIN  SCIENCES  DEFT,  A,  573-2161,  COMMu  «2e- £ <5  -  2 1 . 1 , 
NAVPGSCOL  . 

2.  FUNDING  INFORMATION 

A  a  1791  P34.  l  ISC  3C,1  62"  I  2  2?  I  79  20  C”C226  £  2  2  7  1  9E  “C  20  E 

AB  1791324.  use  222  S227|  ?  221’9  2D  CMC  226  622719EMC?:  E 

AC  1791334.  1I3C  222  62271  2  32  17?  IK  OMC225  6227I9EM02-  E 

AD  1731334  .1132  232  62271  2  32173  20  CMC  226  62271SGMCQH  Q 


S/R:  nice  NFS \j},\  U.2 


Figure  6.4  Visit  Notification  for  Foreign  Travel 
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TRAVEL  REQUEST  FORM 


NAME: 

Self  Explanatory. 

SSN: 

Self  Explanatory. 

DEPARTMENT: 

Name  of  the  department  preparing  the  travel  orders.  This  applies  to  Invitational  Travel 
Orders  and  Fund  Cites,  as  well  as  Civilian  and  Military  Travel  Orders.  Do  not  type 
traveler’s  activity/department  name  on  the  ITO  or  Fund  Cite. 

CODE: 

Office  Code  for  the  department  preparing  the  travel  orders. 

DATES  OF  TRAVEL: 

Date  of  departure/date  of  return  to  permanent  duty  station,  inclusive  of  annual  leave  days 
taken  in  conjunction  with  Temporary  Duty  (TDY). 

ITINERARY: 

Point  of  departure,  all  TDY  stops  and  point  of  return. 

DATE(S)  OF  ANNUAL  LEAVE: 

Self  Explanatory. 

PURPOSE: 

Narrative  description  of  the  reason  for  travel. 

JUSTIFICATION: 

Value  of  travel  to  NPS/DOD. 

FUNDING  SOURCE: 

NPS  account  #  or  other  activity/university/private  company. 

IF  NO  COST  TO  GOVERNMENT,  WHO  IS  FUNDING  TRAVEL: 

Check  the  space  for  Personal  Funds  or  Private  Company/University. 
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SPECIFY: 

If  Private  Company/University  checked,  indicate  name  of  Private  Company/University. 
WILL  AN  HONORARIUM  BE  RECEIVED? 

Check  the  space  for  Yes  or  No. 

JUSTIFICATION  FOR  SPLIT  ACCOUNTING: 

Benefit  of  travel  to  each  account  used. 

IF  TRAVEL  COMMENCES  ON  A  FRIDAY  OR  WEEKEND  DAY  AND/OR  RETURNS 
ON  A  MONDAY  OR  WEEKEND  DAY,  JUSTIFICATION  FOR  WEEKEND  TRAVEL: 

Self-Explanatory. 

HOW  IS  SALARY  BEING  PAID  WHILE  ON  NO  COST  ORDERS: 

Check  appropriate  answer. 

TRAVELER’S  SIGNATURE: 

If  ITO  or  Fund  Cite,  leave  blank. 

DEPARTMENT  HEAD’S  SIGNATURE: 


Department  Head  or  Acting  Department  Head. 
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TRAVEL  REQUEST  FORM 


NawE : _ 

Department  : _ 

Dates  of  Travel: _ 

Itinerary  : _ 

Date  Is)  of  Annual  Leave:. 
Purpose:  _ 


Code  : 


Funding  Source: _ 

If  NO  CCS"  tc  government  who  is  funding  travel: 

FE=5DNAl  "UNDS  : _  PRIVATE  COMPANY/UN  I  VERS  i  TY  : . 

SPECIFY  : _ 

w:_u  an  hcncra=:jm  be  received'7  Yes: _  No:. 

J'LST  :  =  I  CAT  I  CN  for  S  P 1.  i  T  ACCOUNTING: _ 


Ic  travel  commences  on  a  Friday  or  Weekend  Day  and/or  returns  on 
a  Monday  or  Weekend  Day,  justification  for  Weekend  travel: _ 


How  is  SALARY  BEING  paid  while  ON  NO  COST  ORDERS:  *A/L : . 
&MN : _  LWCP:  _  OTHER: _ 


TRAVELER  S  SIGNATURE 


(see  reverse: 


DEPARTMENT  HEAD’S  SIGNATURE 


Figure  6.5  Travel  Request  Form 
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CIVILIAN  TRAVEL  ORDER 

DD-1610  REQUEST  AND  AUTHORIZATION  FOR  TDY 
TRAVEL  OF  DOD  PERSONNEL 


The  name  and  phone  number  of  person  preparing  the  travel  order  should  be 
entered  at  the  top  of  document.  See  the  example  provided. 


BLOCK  DESCRIPTION 

(1)  DATE  OF  REQUEST 

Date  of  preparing  the  travel  order. 

(2)  NAME 

Name  and  SSN  of  person  traveling  Indicate  whether  traveler  is  "Frequent 
Traveler"  or  "Non-Frequeni  Traveler". 

(3)  POSITION  TITLE  AND  'TRADE  OR  RATING 

Title  and  GS  rating/equi valency. 

(4)  OFFICIAL  STATION 

Must  be  "NAVAL  POSTGRADUATE  SCHOOL"  or  "NAVAL  POSTGRADUATE 
SCHOOL  with  duty  elsewhere". 

(5)  ORGANIZATIONAL  ELEMENT 

Name  of  department  and  office  code. 

(6)  PHONE  NUMBER 

Telephone  number  of  traveler. 

(7)  TYPE  OF  ORDERS 

Single/Amendment.  If  an  amendment  to  the  original  orders,  indicate  the 
original  travel  order  number. 

(8)  SECURITY  CLEARANCE 

Security  clearance  applicable  to  specific  trip  or  N/A. 
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(9)  PURPOSE  OF  TDY 

(a)  State  "MISSION  ESSENTIAL"  or  "ADMINISTRATIVE". 

(b)  Precise  narrative  description  of  purpose  for  travel. 

(c)  State  category  of  travel,  i.e.,  "Site  Visit",  "Information  Meeting", etc., 
per  listing  provided  in  NAVPGSCOLINST  4650.4b 

(10a)  APPROX.  NO.  OF  DAYS  OF  TDY 

Days  of  official  duty  including  travel  days.  Do  not  include  leave  time. 

(lOb)  PROCEED  O/A  (Date) 

Departure  date. 

(11)  ITINERARY 

Under  Block  9  type:  "Est.  Date  of  Ret:  (date)." 

Enter  point  of  departure  /  temporary  duty  location(s).  Show  only  the 
locations  where  TDY  will  be  performed,  not  the  connecting  points  or  point  of 
return. 

(12)  MODE  OF  TRANSPORTATION 

Mode  of  transportation  must  be  marked.  If  Privately  Owned  Conveyance  is 
authorized,  insert  rate  per  mile  (currently  $.24)  and  check  the  appropriate 
box;  "More  Advantageous  to  Government”  or  "Mileage  Reimbursement  and 
Per  Diem  limited  to  constructive  cost  of  common  carrier  transportation,  etc." 

(13)  PER  DIEM  AUTHORIZED  IN  ACCORDANCE  WITH  JTR 

OTHER  RATE  OF  PER  DIEM  (Specify) 

Check  one  of  the  following: 

PER  DIEM  AUTHORIZED  IN  ACCORDANCE  WITH  JTR 

OTHER  RATE  OF  PER  DIEM  -  Used  when  traveler  wishes  to  be  reimbursed 
for  actual  expenses  (all  expenses  must  be  itemized  and  accompanied  with  a 
receipt).  Prior  approval  must  also  be  obtained  from  the  Per  Diem  Committee 
and  attached  to  the  orders. 

(14)  ISTTMATED  COST 

PER  DIEM:  Total  number  of  days  of  TDY  minus  one  day,  times  the 
locality  Per  Diem  rate,  plus  one  full  day  of  Meals  and  Incidental  Expenses. 
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Plus  Estimate  for  rental  car  if  applicable  ($30/day). 

Estimate  for  POV  ($. 24/mile). 

Estimate  for  taxi  ($20/day). 

TRAVEL;  For  GTRs  only  (tickets  obtained  through  the  PSD  Transportation 
Office).  If  the  traveler  is  authorized  to  purchase  his/her  own  ticket,  the  cost 
of  the  ticket  will  be  typed  in  the  "PER  DIEM"  block  and  marked  "Air  Fare" 
along  with  the  per  diem  estimate.  For  example: 

PER  DIEM 
$450.00  Air  Fare 
$180.00  per  Diem 

OTHER;  Registration/tuition  fee  only. 

(15)  ADVANCE  AUTHORIZED 

Leave  blank. 

(16)  REMARKS 

All  authorizations  should  be  stated  in  this  block,  e.g.,  rental  car, 
registration/tuition  fees,  POV,  taxi,  etc. 

(17)  REQUESTING  OFFICIAL 

Traveler  or  traveler’s  first  line  supervisor,  where  applicable. 

(18)  APPROVING  OFFICIAL 

Refer  to  enclosure  (1)  of  NAVPGSCOLINST  4650.4B. 

(19)  ACCTG.  CITATION 

AA  -  Per  Diem  )If  all  four  lines  of 

AB  -  GTR  Travel  )accounting  are  required, 

AC  -  Advance  Hype  the  Advance  line  (AC) 

AD  -  Registration/Tuition  )in  Block  16  -  Remarks. 

(20)  ORDER  AUTHORIZING  OFFICIAL 

Leave  blank. 

(21)  DATE  ISSUED 

Leave  blank. 
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(22)  TRAVEL  ORDER  NUMBER 


N62271(FY)TO  (5-digit  serial  number) 

Example:  N6227190TOAB001 

If  a  travel  advance  is  authorized,  the  travel  orders  must  be  received  by  PSD  at 
least  five  working  days  prior  to  date  of  departure  or  a  memo  must  be  attached  stating  the 
reason  for  the  late  submission. 

If  travel  orders  are  for  foreign  travel  (this  includes  Hawaii  &  Canada),  a  copy  of 
the  Country  Clearance  Request/Message  should  be  attached.  Country  clearance  is  the 
responsibility  of  the  approving  official.  The  traveler  should  not  commence  travel  without 
country  clearance! 
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NAME  AND  EXT.  OF  TYPIST 


1  REQUEST  AND  AUTHORIZATION  FOR  TDY  TRAVEL  OF  DOD  PERSONNEL 

1  DATE  OF 

REQUEST 

Trav 

(Reference  Joint  Travel  Regulations) 
el  Authorized  as  Indicated  in  Items  2  through  2! 

1  OCTOBER  89 

I  BEQUEST  FOR  OmCIAl  HAVEL  j 

1 2  name  '/siv  h.'ii  HiJdie  Inma!) 

3  POSITION  TITLE  AND  GRADE  OR  RATING 

JONES,  TDM  J.  SSN :  4-.1-44-4444 

FREQUENT  or  NON- FREQUENT  TRAVELER 

Supervisory  Fiscal  Analyst  CS 

-12 

4  OFf.C'AL  STA’iON 

Naval  Posceraduate  School 

5  organizational  clement 

Code  OOz 

«.  RHONE  NO 

Monterey,  CA  S39-3 

Comptroller’s  Office 

X2245 

7  TYPE  OF  ORDERS 

a.  security  Clearance 

0  RuRROSE  OF  TOY 

Single 

N/A 

MISSION  ESSENTIAL 

To  present  the  annual  budget 

to  Field 

!0a  AOPRC*  NO  O*-  OATS  OF 
tOy  jn^.uJ.ng  .vflvf,  timej 

"  PROCEED  O/A.  Date, 

Support  Activity.  Attend  Annual  Fiscal 
Analyst  Conference. 

*  *  ^  ~  "  “ 

20  October  1969 

Information  Meeting 

’  '  -.SEBAOv 

(  !  VAQ  A w  ON  A.'hCR  ZED 

EST.  DATE  OF  RETURN:  2-  Oct 

89 

M.-N.EREY,  CA  TC  WASH  If 

CION,  DC  ANT:  RETURN  TC  "ONTEREY ,  CA 

•  2 

mDDE  CF  ~PAS5P0n~ a'  ON 

A. 

COvEONMr  s' 

•»  Owned  conveyance  iCheck  one,  j 

«Alw  A  »  0WS  S«  D 

A.*»  vC-k  C-E  S-  p 

».-£»£»  mi. t  .225  .2- 

“  -*7  ~ 

x.\ 

*  J 

- - -  A5  DTT'JM  NED  B'  A*PSO<»SiA-C  -HANSPOP**'  OA 

J  r.e'sea:  7'J vp,'  .is.'*/ 

_ _  “  _  f  E  «[  AN  -  RE"  QiEM  limited  "O  CON 

. _  cos-  o f  common  c Ape  c*  transformation  a 

Af-A-CO  "1“  OlEM  AS  DrfMNtD  * N  j-R  TPAvEm  TiME  l»R>:T£D 

AS  :NO  Ca-EO  .n  jTb 

'3  EH  »ER  O  EM  Au*«OH  ZED  IN  ACCORDANCE  A  *-  j-f* 

[jO’HER  «  A  t  E  OF  PER  DEM'  Spe 

’  4 

E  5  "  ma-eC  CO 

s  - 

1  3.  ADVANCE 

authorized 

PER  O.EM  ,TRA*c^ 

, C'-f R 

TOTAL 

s  5~5.ro  !  $  *1 

0. CO  ,  50.00  I  ,  2,035.00 

s 

•6  remarks space  for  specie!  requirements.  «r*jvr  superior  jr  ommodattons.  excess  baggage  registration  fees,  etc) 

Registration  fee  authorized.  Advance  authorized. 


SUBMIT  COMPLETED  TRAVEL  CLAIM  TO  COMPTROLLER'S  OFFICE  WITHIN  FIVE  (-5)  CALENDAR  DAYS 
AFTER  COMPLETION  OF  THIS  TRAVEL .  FAILURE  TO  DO  SO  MAY  RESULT  IN  DEDUCTION  OF  ALL 
TRAVEL  ADVANCES  RECEIVED  ON  THESE  ORDERS  FROM  YOUR  PAY  AND  DENIAL  OF  FUTURE  ADVANCES 
FOR  SUBSEQUENT  TRAVEL. 


i  7.  requesting  official  Jftue  anti  iignaiu'rj 

Tom  J.  Jones,  Supervisory  Fiscal  Analyst 


To  APPROVING  OFFICIAL  (T tilt  HpuHurt) 

Robert  D.  Jay,  Deputy  Comptroller 


AUTHOOiZA  TION 


ARRROR1ATON 

AMD 

SUBHEAD 

OBJECT 

CLASS 

BUREAU 

COHTPOl 

NUMSE* 

SUB 

AUTH 

AI/ThOMOATIOM 

ACCOUWTINC 

ACTvN-y 

TYRf 

TRAVEL  orocr 
(Tango  )ho 

COST  CODE 

JO  OROER  authorizing  official, Tuk  and  ngnaiurei  OR  authentication 


21.  DATE  ISSUED 


22.  TRAVEL  ORDER  NUMBER 

N6227190TOAB001 


DD  ,'Sr,  1610 


»'■  C  O  2  1  •  0  '  «  »»C2 


Figure  6.6  DD  Form  1610  DOD  Civilian  Personnel  Travel  Order 


87 


Chapter  6  Travel  Documents 


MILITARY  TRAVEL 

NAVPERS  1320  /  TEMADD  TRAVEL  ORDER 

(To  be  used  for  active  duty  members  assigned  to  NPS.) 

The  name  and  phone  number  of  the  person  preparing  the  travel  order  should  be 
entered  at  the  top  of  the  document.  See  the  example  provided. 

(1)  FROM: 

SUPERINTENDENT,  NAVAL  POSTGRADUATE  SCHOOL, 

MONTEREY  CA  93943 

(2)  STANDARD  DOCUMENT  NUMBER: 

N62271(FY)TO(5-digit  serial  number) 

Example:  N6227190TOAB001 

(3)  TO: 


Name,  rank  and  branch  of  service  of  person  traveling.  If  leave  is  authorized, 
a  leave  statement  should  appear  in  this  block. 

Specify  "FREQUENT"  or  "NON-FREQUENT  TRAVELER". 

(4)  TANGO  NO. 

TO(5-digit  serial  number) 

Example:  TOABOOl 

(5)  SSN/DESIGNATOR 

Social  Security  Number 


(6)  DATE 


Date  the  travel  order  is  prepared. 

(7)  REF  (A) 

This  block  should  be  used  to  reference  another  command’s  accounting  data, 
when  that  command’s  funds  are  being  used  to  finance  the  travel. 
EXAMPLE:  "ACCOUNTING  DATA 

RECEIVED  1  OCT  FROM  NAVOCSYSCMD,  MR.  GLENN  E.  EBERLING, 
AV#  878-2357." 

(8)  INDIVIDUAL  TRAVEL  /  GROUP  TRAVEL 

Check  the  appropriate  box. 
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Part  II  Document  Preparation 


(9)  PROCEED  ON  OR  ABOUT 

Date  of  departure. 

(10)  AUTHORIZED  PROCEED  ON  OR  ABOUT 

No  entry  required. 

(11)  APPROXIMATE  NUMBER  OF  DAYS 

Estimated  number  of  days  on  TDY  (leave  days  should  not  be  included). 

(12)  ESTIMATED  DATE  OF  RETURN 

Date  of  return  to  permanent  duty  station  (include  any  days  of  leave 
authorized). 

(13)  ITINERARY 

Point  of  departure;  residence,  i.e.  Salinas,  Pacific  Grove,  etc.  or  NPS,  if 
applicable. 

Temporary  duty  location(s).  TDY  locations  only;  connecting  points  not 
required. 

Point  of  return. 

(14)  TEMADD/TEMADDCOM/TEMADDINS 

Check  TEMADD. 

(15)  REASON  FOR  TRAVEL 

(A)  Enter  "MISSION  ESSENTIAL"  or  "ADMINISTRATIVE". 

(B)  Enter  a  precise  narrative  description  of  the  reason  for  travel. 

(C)  State  category  of  travel,  i.e.,  "Site  Visit",  "Information  Meeting",  etc., 
per  NAVPGSCOL1NST  4650.4B. 

(16)  AUTHORIZED  VISIT  SUCH  ADDITIONAL  PLACES  AS  MAY  BE 
NECESSARY 

This  box  applies  to  the  local  commuting  area  of  a  TAD  location. 
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(17)  FISCAL  ACCOUNTING  DATA  CLASSIFICATION 

AA  -  Per  Diem  )  If  all  four  lines  of  accounting 

AB  -  GTR  Travel  )  are  required,  type  advance  line  AC 

AC  -  Advance  )  in  Block  21  -  Additional 

AD  -  Registration/Tuition  )  Comments  and  Instructions. 

(18)  ESTIMATED  COST 

Transportation  -  For  GTR  only. 

Per  Diem  -  Per  diem  rate  for  TAD  area  x  number  of  days  of  TAD,  plus  one 
day  per  diem  for  travel  time. 

Plus:  Estimate  for  rental  car  ($30/day) 

Estimate  for  taxi  ($20/day) 

Estimate  for  POV  transportation  ($. 24/mile) 

Misc.  Exp.  -  Registration  fees  only. 

(19)  CUSTOMER  IDENTIFICATION  CODE 

Not  used  by  NPS. 


(20)  ITEM: 


Use  applicable  item  number(s)  provided  in  the  "Order  Supplementary  Items" 
section  shown  on  the  reverse  side  of  the  NAVPERS  1320  TEMADD  Travel 
Order.  Attach  a  supplementary  sheet  of  items  to  the  travel  order  per 
NAVPGSCOLINST  4235.2  CH-1  dtd  22  December  1986  (Order  Supplementary 
Orders).  Ensure  Item  38,  submission  of  travel  claims,  is  annotated  on  all 
travel  orders. 

(21)  ADDITIONAL  COMMENTS  AND  INSTRUCTIONS 

All  authorizations  not  covered  in  Block  #20.  Approval  line  for  Dept.  Head, 
i.e.  APPROVED: _  .(Code) 

(22)  SECURITY  CLEARANCE 

If  applicable. 

(23)  AUTHENTICATING  SIGNATURE 

Leave  blank.  This  must  be  signed  by  the  Comptroller  or  designated 
Comptroller  staff. 

(24)  TRANSPORTATION  REQUEST/  MAC  TRANSPORTATION  AUTHORIZATION 
FURNISHED: 

Leave  blank. 
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Part  n  Document  Preparation 


luuuu  iiw» a  unucH 
umisisi.  iiisr  <<r 
vmiB'.nna: 


NAME  &  TELEPHONE  NO.  OF  TYPIST 


'  fsOM  Superintendent,  Naval  Postgraduate  School 

Monterey,  CA  93943 

2  STANDARD  OOCUMENT  NO 

N6227 190TOAB001 

3  TO 

JONES,  TOM,  LCDR,  USN 

4  TANGO  NO 

TOAB001 

(FREQUENT  or  NON- FREQUENT  TRAVELER) 

S  SSN.  DESIGNATOR 

777-77-7777 

e  DATE 

(LEAVE  STATEMENT) 

1  October  1989 

7  REF  i  A:  j 

B 

1 - 1  woividual  |  1 

1  1  nuvci  1  1  TKAVlL 

0  pac:EE3  on  or  ABOJT  '  10  A.*MOR,2ED  PROCEED  ON  OR  11  AFP ROXI MATE  NUMBER  OF 

25  Nov  89  |  ABOUT  j  0AVS  5 

_ . _ - _ 1  _ _ 

12  ESTiMATEO  DATE  OF  RETURN 

29  Nov  89 

)3  iTiNEBA  PY  <4  •••>►•  •  t.  un-re*  P)*rt  parti  bno*, 


MONTEREY,  CA  TO  WASHINGTON,  DC  AND  RETURN  TO 
MONTEREY,  CA 


|  |  TIMAOOCOH  |  ]  TfMAI 


IS  REASON  FOR  TRAVEL 

MISSION  ESSENTIAL 
To  present  paper  at  IEEE 
Conference 
PRESENTATION 


1  ie  _ _ _ 

I  *utho«.ico  vi*t«  ucm  aoo^ion*. 

17  FISC  A„  OATA  ACCOUNTING  CLASSIFICATION 

APoq^PR  ATiCN  OBJEC’"  BU  CON’  SUB  ALLOT  1  AUTHORIZED 

S  v  M  B  3  »  AND  SUB  HEAD  C-A  55  NUMBER  NUMBER  '  ACC  TG  ACTY 

in  .2  i3'  a.  .  is  »ei 

TYPE  j  FROFERTY  !  COST  CODE 

,  ACCTG  ACTY 

rr  i  uBi  iQ’ 

(7  SYM  (4  S YM»  (3  SYMI  <3  S w M i  11  SyMi  10  S Y Ml 

1  i  ; 

_ ; _ J _ I _ _ 

12  SYM! 

■  8  SYM.  112  SYMI 

j 

i 

1 

1 

18  ESTiMA-EO  COS^r 

IB  CUSTOMER  IDENTIFICATION  CODE 

TRANSFORMATION  FER  D : EM  MtSC  CXF  TOTAL 

*  410. OC  *  530.00  *  120.00  *  1,060.00 

20  ITEM  _  t*  .trmmrnmbm  oj  »*0*«  O" 


*  oj  ihajarmi 

(READ  REVERSE  AND  ATTACHED  SHEET  TO  DETERMINE  WHAT  NUMBERS  ARE  APPLICABLE.  BLOCK 
38,  Clair,  Submission  Statement,  and  supplementary  sheet  afe  required.) 

"Repor:  to  a  Disbursing  Officer  within  15  days  after  completion  of  travel  to  settle  your  travel  expenses.*' 


21  ADO.TiONAl  COMMENTS  ANO  INSTRUCTIONS 

ADVANCE  AUTHORIZED.  REGISTRATION  AUTHORIZED.  APPROVED: 


(Code) 


22  SECURITY  CLEARANCE. 
IT  IS  CERTIFIED  THAT  YOU 
HOLD  A  . 


COMPLETED  „ 
BY _ 


YEARS  SERVICEI 


21  AUTHENTIC  ATiNG  SIGNATURE 

/s/  COMPTROLLER  or  designated  Comptroller  Staff 


24  TRANSFORT  ATlON  REQUEST/MAC  TRANSFORT  ATI  ON  AUTHORIZATION  FURNISHED 


23  COFY  TO  ftrn fM>  ORprt timg  JWgfi  //W  wwr  <*  e*m> 


'igure  6.8  NAVPERS  1320  Military  Personnel  TEMADD  Travel  Order 


92 


Chapter  6  Travel  Documents 


NAVSO  4650/10  INVITATIONAL  TRAVEL  ORDER 

(To  be  used  for  non-government  travelers  and  international  students.) 

Indicate  the  name  and  telephone  number  of  the  typist  in  the  upper  right  hand 
comer  of  the  ITO.  Submit  the  original  ITO,  with  the  Travel  Request  Form,  to  the 
appropriate  approving  authority. 

TRAVEL  ORDER  NO. 

N62271(FY)TO(5-digit  serial  no. 

EXAMPLE:  N6227190TOAB001 

PART  1. 


(1)  NAME 

Full  name  and  social  security  number  of  traveler. 

DATE  APPROVED 
Date  orde~  prepared. 

HOME  ADDRESS 
Traveler’s  Home  Address. 

BUSINESS  ADDRESS 

Full  business  name  and  address. 

NAME  AND  LOCATION  OF  ACTIVITY  ISSUING  INVITATION 

Enter  "Naval  Postgraduate  School,  Monterey,  CA  93943". 

FROM 

Point  where  travel  is  to  begin. 

PROCEED  ON  OR  ABOUT  (Date) 

Date  travel  is  to  begin. 

TO 

Place  of  duty.  May  not  always  be  Monterey. 
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FOR  APPROXIMATELY 

Number  of  days  authorized. 

FOR  THE  PURPOSE  OF 

Indicate  whether  "Mission  Essential"  or  "Administrative”  and  provide  a 
concise  description  of  the  reason  for  travel. 

Indicate  all  authorizations,  i.e.,  rental  car,  commercial  lodging,  etc. 
Estimated  costs  must  be  broken  down  by  per  diem,  rental  car,  registration 
fee,  and  travel  cost  (if  GTR  is  to  be  issued). 

Enter  the  phrase  "EST.  DATE  OF  RETURN:  (Date)". 

Provide  signature  lines  for  the  Department  Chairman,  Research 
Administration  (if  research  funds  are  to  be  used),  and  Fund  Administrator. 

Indicate  on  the  document  that  travel  advances  are  not  authorized  for  ITOs 
and  provide  information  regarding  travel  claim  submissions. 

UPON  COMPLETION  RETURN  TO 

Point  where  travel  is  to  be  completed. 

PARTS  2,  3  &  4 


(2,3,&  4) 


No  entries. 


PART  5 


(5)  PER  DIEM 

Per  Diem  cost  for  TDY  location. 


PART  6 

(6)  TRANSPORTATION  REQUEST  NUMBERS: 

Not  required. 
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PART  7 

(7)  EXPENSES  IN  THIS  ORDER  ARE  CHARGEABLE  TO: 

Enter  accounting  data. 


PART  8 

(8)  THE  TRAVEL  AUTHORIZED  HEREIN  HAS  BEEN  DETERMINED  TO  BE  IN 
THE  PUBLIC  INTEREST 

Signature  of  respective  Chairman/Dean  or  Curricular  Officer,  if  the  traveler 
is  an  international  student. 


FOR  THE  SECRETARY  OF  THE  NAVY 

Enter  "By  Direction  of  Superintendent".  Leave  sufficient  space  for  the 
signature  of  the  Comptroller  or  designated  Comptroller  staff. 


"NOTE**  ONLY  THE  ORIGINAL  ITO  WITH  SUPPORTING  DOCUMENTS 
NEED  BE  SUBMITTED. 
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HAV*Q  UM  10  i H E  v  I  72. 


S'*  0  •  0  1  -  l_  F  -  903  -  6  3  1  2 


DEPARTMENT  OF  THE  NAVY 
INVITATIONAL  TRAVEL  ORDER 


travel order  no  N6227190TOAB003 


Sr^flOD/~" 
- °°ct*1ENr 


KAMI  AM  C  LOCATION  0*  AC’.V  TV  ISSu'MG  iMVI’A"'ON 

XAOM  *A IMMI  M|HI 

|  rAOCMO  Oh  On  A»0-h  Om 

ZEROS  MUST  BE  SLASHED  ON  ACCOUNTING  LINES! 

‘  17  OCT.  89 

TO  OxiiuMtwi 

FO"  Aee*OrlMAT|iV 

5 

1  LAVS 

Est.  of  Refjjn  21  OCT.  89 

(State  ir.  detail  the  purpose  of  invitation,  and  if  OB  funds  are  used, 
the  benefit  to  N?3.) 


Code  012 

(If  research  funds  are  involved. 

"WITHIN  S  DAYS  OF  COMPLETION’  OF  TRAVEL,  INDIVIDUAL  WILL  SUBMIT  FINAL  REIM3URS EMI .T 
VOUCHER  OR  NOTIFY  THE  COMPTROLLER’  S  OFFICE  3Y  MEJO  THAT  NO  REIMBURSEMENT  VOUCHER 
WILL  3E  SU3MIITEL." 

Recorrand  Approval: _ 

Charrrran,  Dept,  of  _ 


2  Authority  i»  granted  for  the  performance  o*  the  above  tr*v«‘  by  commercial  aircraM  ran.  bus.  Government  operated  v«nic>e  or  a.rcra't  or  privates  owned  auto- 
mobue  vou  are  advised  Thai  tr»«  poi'c*  o'  me  Department  o<  Ce'ense  require*  that  m  u»mg  ccmmcrcia.  aircraft  accommodation!  se  eded  wo.  be  the  (east  costly 
service  nhc*  mi  '  pe'mit  seds'actor  v  accc-o  ijr.ment  of  the  muj  or.  of  me  vave  er 

3  If  the  above  rive  •$  performed  5 ,  common  carrier  ¥0u  w>r  be  pr0v  tied  Government  T  rancor  tat  ion  Requests  to  exchange  for  earner  ticaen  *  o*v’«abie  if 
Transporter  or*.  Requests  are  not  provioed  you  vou  mav  trave  by  commor  carrier  at  pe'vora  e»uen$e  Reimbursement  for  the  coif  of  uansoor  tal.o-  *•■(•  be  .mired 
to  one  of  to*  following  a  the  east  costly  schedule  air  teo.ce  o'  fhe  lowest  con  oas  of  accommodations  available  at  me  time  reservation*  were  made  <b.  met  of 
the  rail  fare  and  a  lower  berth  or  the  lowest  first  class  ran  accommodation  ava.iaofe  at  the  time  reservations  were  made  <c J  actual  cosi  o*  unminercia*  but  tare  1  ran* 
portatior  taxes  paid  at  persona;  expense  are  also  reimpursab-e  If  travel  11  performed  by  private'y  owned  automobile  vou  wni  be  reimbursed  at  the  app'opriate 
mileage  rate  and  for  bridge,  ferry,  tunne.  ana  other  highway  toils  incurred  white  m  $  travel  status  under  this  order  irweccordance  with  the  joint  Tryve  Heguations, 
Volume  2  The  total  reimbursement  for  travel  performed  bv  privately  owned  automobile  will  be  limited  to  the  cost  of  travel  by  the  usual  mode  of  common  career 
including  per  d<em  You  win  keep  a  record  of  speedometer  readings  and  expenditures  fo'  tons  for  use  in  submitting  ^uf  treve  xxoense  vouch' 


4  Receipts  and  ticket  stubs  w.n  be  reaped  to  substantiate  vour  caim  for  coit  o*  transportation  and  u" 
ba  obtained  for  other  reimbursable  expentts  inciud-ng  officu  rong  distance  telephone  calls  These  - 
expenses  rtf 


seen  ohm  ee*  oi|M  „ 

I _ _  RAT  s 

ft  TAANSROATaTiON  ACOuiST  MOMMAS  " 


*  -Mpts  mould  alio 
K  re  ^ Our  sen ient  of 


-  —  o\°’  — f — 


1  (XSIMSIS  >M  THIS  OAOfM  A»|  CMAACSASlC  ’O 


AA  1701804.1180  000  62271  0  0&0179  2D  QAB003  622710EABTT  E 

AB  1701804.1180  000  62271  0  000179  2D  QAB003  622710EABTT  E 


XOA  THt  MCACT AA v  or  tmc  maw  rJemrww  w  ink  •/  wiMmar  kftkmu 


By  Direction  of  the  Superintendent 


!  "EXAMPLE  OF  INVITATIONAL  TRAVEL  ORDER" 

Figure  6.9  NAVSO  4650/10  Invitational  Travel  Order 
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NAVSO  *46010  i«£V  672i 


S  '  N  C  ‘  3-S  »  L.  p  -  503  -6  3  •  2 


Mr.  Tom  Jones 


DEPARTMENT  OF  THE  NAVY 
invitational  travel  ORDER 


travel  0*  NO  w 


1  October  1989 


1597  Oak  Willow  Drive,  Oakdale,  NJ  O3305 

•>n(&s  aoda ( ss 

Rand  Corporation,  1829  Dover,  Oakdale,  NJ  03305 


NAMC  ANO  lOC*T  ON  C* 


»  Tr  iSSV  NC  'NVl? *T (ON 


Naval  Postgraduate  School,  Monterey,  CA  93943 


*RO*i  'Mull  .«■»  (<«•* 


Oakdale,  New  Jersev 


Monterev,  CA 


XO«  ’-£  eu«*538  :  **•  . -.T 


»»CC£td  0*.  0*  A*0„'  Zm.t 


20  October  1989 


EST.  DATE  OF  RET:  24  Oct  89 


(State  ir.  detail  the  purtese  of  invitation.  If  orders  are  to  be  used  for  inter¬ 
viewing  prospective  faculty  members,  it  should  be  stated  as  the  purpose.) 


Estimated  Cost:  Per  Diem  S455.00 

CTF.  «;  10.00 


ADVANCES  ARE  NOT  AVTHCRIZEE  CN  170' S  Recommend  Approval _ 

- "  Chairman,  Cede  _ 

WITHIN  5  CAVE  CF  COMPLETION  CF  TRAVEL,  INTIVIDVAL  WILL  Sl'BMIT  TRAVEL  CLAIM  TO  COMPTRELLER 
OFFICE  OR  NOTIFY  COMPTR  ELLER  THAT  NC  CLAIM  WILL  BE  S’EBMITTEO . 

J»0*|  COM».r  ON  *n rr*vr  .Tp" 

Oakdale,  New  Jersey 


Code  012 

(If  research  funds  are  used) 


2  Aw(no'  rv  »  9'»ntea  fo'  :n«  p«Ho--*-A’'ce  c*  *h*  apo.e  ov  co"'me,:  i'  a-'C'a't  r»  but  Cov?' operated  veh*ce  ck  arcraft  or  prrvate-y  owned  iuto- 

moo>  e  v  Ou  adv  sea  •’’at  tHe  oc  c  v  o‘  ire  o‘  u  reduces  t^a:  m  uimg  crnmc-i  a  j.fc'a*:  accommooa'ons  selected  a*  t^e  least  cottiv 

wrvice  which  w  '  permit  «•  s*ac:or,  acco-'-p  .st-m*--  o'  tie  "-'ss.on  o'  tie  fave-er 

3  If  trie  atwve  uive!  i  per‘0rmec  by  common  easier  you  wi.;  be  p*ov!ieti  Governs**!  Tr|nEo',i:>3'*  Requests  to  exchange  tor  easier  ticket*  •  '  p'v’.icah<e  i* 
Transportation  Requests  are  not  provided  you  you  may  travel  by  common  earner  at  persona.  expels*  Re.mbur*emeni  for  the  cost  of  tr*r.«>onation  wilt  be  lim-ted 
to  one  o‘  the  fohow.ng  a,  in*  least  cost'y  scheduled  a»r  sendee  or  the  lowest  con  c-ass  o‘  accommodations  available  at  toe  time  reservation*  were  maoc  (b)  .nsi  of 
the  r»*;  fare  and  a  .owe*  be^r-  0r  ;ne  'owett  first  class  >a>  acco r,"io<3i,..L'  ava  able  at  tie  t  me  'cserva'.ons  were  made  «c)  actua’  cost  of  tommrcia  bus  ‘are  T  r an*- 
poaat'Oi  taxes  pa-d  ai  pars o~a  e*p*o se  »rP  j:*c  rp.mbu'sabie  if  trav?:  is  performed  by  D'ivite'y  owned  automot-'e  you  will  be  reimburieti  at  'ne  appropriate 
miteage  rate  anc  for  bridge  ‘err,  tuine  and  other  h.ghwiy  tolls  incurred  wh.ie  m  a  t'lve  status  under  tn;»  order  «r.  *:cc>rrt4nce  wth  the  Jo.nt  Travel  Reguations. 
Vo!«me  ?  'r*'e  tots'  re-mbu'ieme-t  ‘or  travel  oe'to'med  fc.  pr  »aie-v  owned  automcc  -e  w  be  "m.tcd  ‘o  tt-e  co<:  of  travel  by  the  usua  mode  of  wo'"mnr  earner 
including  per  d-em  Vou  wi'i  keep  a  'ecord  of  speedomcier  readmjjand  e«pen<3.tufes  ‘or  jd  h  for  use  in  sobm.tung  your  travel  ^«oense  vouene' 

4  Race>of»  and  f<cke:  stubs  w<ii  be  requ^ed  to  substantiate  yOu>  C‘*>m  fpr  cos:  of  iranjoortaiion  and  subs/stpr^  for  .terns  m  excess  o'  t  ’  o  OC  Receipts  should  alto 
be  obtained  for  other  reimburtab'e  expenaes,  including  officu’  long  d-stance  telephone  cant.  The**  rece.pts  wii1  be  lubrmned  with  you'  claim  for  r*.mburten.eni  of 
axpemes 


■'*  JTA  MTI  caioo  J  CAiO'  2a  •*  mm  wva 


«.  TAA*l*AOATATlOS  aiQuiST  NUWtC^S 


7.  IlMXItS  IN  This  OMOCA  «A(  ChauCUKI  tq 


t  TW  Mhi aiiMvrk  kw  Mi «  k-h^  >«  »«  m  W  » mi«hii  >0*  Th!  l(C«(T*Rf  O*  ‘HI  irtVY  m4  »n»  ifiaitmHr  mffkml1 


j By  Direction  of  the  Superintendent 


Figure  6.10  NAVSO  4650/10  Invitational  Travel  Order 
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FUND  CITE  AUTHORIZATIONS 


Form  letters  for  civilian  and  military  travelers  are  available  from  the  Travel  Desk 
in  the  Comptroller’s  office.  Submit  the  original  Fund  Cite  with  the  Travel  Request  Form. 
Include  the  name  and  telephone  number  of  the  typist  in  the  upper  right  hand  corner  of 
the  Travel  Request  Form. 


FROM: 

TO: 

SUBJ: 

REF: 


Standard  Entry. 

Name  &  address  of  the  agency  to  which  the  traveler  is  assigned. 
Standard  Entry. 

Standard  Entry. 


PART  1 

Name/SSN: 

Self  Explanatory. 

Title/Grade: 

Enter  military  rank  or  civilian  title/wage  grade. 

AV  and/or  COM  Phone  No.: 

AUTOVON  or  Commercial  telephone  number. 

From  /  To  /  Return  to: 

Point  of  departure;  residence,  i.e.,  Salinas,  Pacific  Grove,  etc.  or  NPS,  if  applicable. 
Temporary  duty  location(s).  TDY  locations  only;  connecting  points  not  required. 
Point  of  return. 

Date(s)  of  Travel: 

Indicate  departure  date  through  date  of  return. 

Purpose: 

Enter  "MISSION  ESSENTIAL"  or  "ADMINISTRATIVE". 

Enter  a  precise  narrative  description  of  the  reason  for  travel. 

State  category  of  travel,  i.e.,  "Site  Visit",  "Information  Meeting”,  etc.  per 
NAVPGSCOL1NST  4650.4B. 
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PART  2 

2.  'Travel  orders  are  to  be  issued  with  a  date  of _ .  Reference 

(a)...” 

Enter  the  effective  date  of  the  obligation  in  the  space  provided. 


PART  3 

3.  Standard  Entry. 

••NOTE**  FUND  CITES  MUST  BE  SIGNED  BY  THE  COMPTROLLER  OR 
DESIGNATED  COMPTROLLER  STAFF.  SIGNED  ORDERS  WILL  BE 
RETURNED  TO  ORIGINATING  DEPARTMENT  FOR  MAILING/FAXING  TO 
THE  TRAVELER’S  ACTIVITY.  THE  ORDER  ORIGINATING  DEPARTMENT 
IS  RESPONSIBLE  FOR  OBTAINING  TRAVEL  ORDERS,  GTR  ITINERARY 
AND  SETTLEMENT  VOUCHERS  FOR  COMPTROLLER  FILES. 
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Document  Preparation 


DEPARTMENT  OF  THE  NAVY 

naval  postgraduate  SCHOOL 
MOnTEREv  CA  93943  SOOO 


N  RIPLV  fftFCjt  TO 

NC4(002) 


From:  Superintendent,  Naval  Postgraduate  School 
To: 

Sub j :  FUND  CITE  AUTHORIZATION  FOR  CIVILIAN  EMPLOYEE 
Ref:  (a)  NAVPGSCOLINST  4650. 4B  CH-1 

1.  You  are  hereby  authorized  to  cite  the  following  accounting 
data  for  the  official  travel  of: 

Name/SSN: 

Title/Grade : 

AV  and/or  COM  Phone  No.: 

From  /  To  /  Return  to: 

Date(s)  of  Travel: 

Purpose : 


AUTHORIZATION 


BoPtAw  ,  *i»HOWIAuO 

cont-»ov  ;  Au-rv,  (  accouk^x; 

AOTVTTY 


t-bawi.  oaoca 

(Tango  j*Q 


T«ivU  ORDER  NUM*CR 

ESTIMATED  COSTS  I 


AA  =  Per  Diem  (Incls.  Car  Rental) :  $ _ 

AB  =  Transportation  (GTR  Only)  $ _ 

AC  =  Advance  -  Advance  Authorized:  YES _  NO _ 

AD  =  Registration  Fee:  $ _ 

TOTAL:  5 _ 

2.  Travel  orders  are  to  be  issued  with  a  date  of 

Reference  (a)  requires  that  a  claim  be  submitted  within  five 
days  after  return  of  travel.  It  is  requested  that  two  (2) 
copies  of  the  travel  order  be  forwarded  to  the  Superintendent, 
Attn:  Code  002T,  Naval  Postgraduate  School,  Monterey,  CA  93943 

PRIOR  to  date  of  travel  and  one  copy  of  the  paid  voucher  plus  GTR 
itinerary  be  forwarded  immediately  upon  settlement  of  claim. 

3.  Point  of  contact  at  the  Naval  Postgraduate  School  is  Travel 
Clerk,  AV  878-2843/COM  408-646-2843. 


By  direction 


Figure  6.11  Fund  Cite  Authorization  for  Civilian  Employee 
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Yfi  ^ 


DEPARTMENT  OF  THE  NAVY 

NAVAL  POSTGRADUATE  SCHOOL 
MONTEREY  CA  63943  5000 


M  REPLY  REPEAT© 

NC4 (002) 


From:  Superintendent,  Naval  Postgraduate  School 
To: 

Subj :  FUND  CITE  AUTHORIZATION  FOR  MILITARY  MEMBER 

Ref:  (a)  NAVPGSCOLINST  4650. 4B  CH-1 

1.  You  are  hereby  authorized  to  cite  the  following  accounting 
data  for  the  official  travel  of: 

Name/SSN: 

Title/Grade: 

AV  and/or  COM  Phone  No.: 

From  /  To  /  Return  to: 

Date(s)  of  Travel: 

Purpose : 

Standard  Document  No. _ 

APPROPRIATION  !  OBJECT  1  Bu  CON*  SUB  ALLOT  I  AUTHORIZED  !  TVPt  |  PROPERTY  |  COB! 

SYMBOL  AND  SUB  HEAD  CLASS  I  NUMBER  !  NUMBER  |  ACCTO  ACTY  !  ACCTO  ACTV 

III  l2<  131  |  Ul  j  IS  I  Ml  IT||  Ml  ! 


COST  CODE 


ESTIMATED  COSTS 

AA  =  Per  Diem  (Incls.  Car  Rental):  $ _ 

AB  =  Transportation  (GTR  Only)  $  _ 

AC  =  Advance  -  Advance  Authorized:  YES _  NO _ 

AD  =  Registration  Fee:  $ _ 

TOTAL:  $ _ 

2.  Travel  orders  are  to  be  issued  with  a  date  of 

Reference  (a)  requires  that  a  claim  be  submitted  within  five 
days  after  return  of  travel.  It  is  requested  that  two  (2) 
copies  of  the  travel  order  be  forwarded  to  the  Superintendent, 
Attn:  Code  002T,  Naval  Postgraduate  School,  Monterey,  CA  93943 

PRIOR  to  date  of  travel  and  one  copy  of  the  paid  voucher  plus  GTR 
itinerary  be  forwarded  immediately  upon  settlement  of  claim. 

3.  Point  of  contact  at  the  Naval  Postgraduate  School  is  Travel 
Clerk,  AV  878-2843/COM  408-646-2843. 


By  direction 


Figure  6.12  Fund  Cite  Authorization  for  Military  Member 
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Part  II  Document  Preparation 


GROUP  TRAVEL 
(COST) 

If  a  single  DD-1320  TEMADD  Travel  Order  is  to  be  used  for  group  travel,  submit 
the  following  documents  to  the  Comptroller’s  office  for  processing: 

•  Travel  Request  Form  (Name:  Per  Attached  List). 

-  Original  set  of  travel  orders  (see  sample). 

List  of  all  persons  included  in  the  group  travel  (two  complete 
copies  of  the  list). 

One  copy  of  the  Supplementary  Item  Sheet. 

A  Passenger  Reservation  Request,  if  applicable. 

In  addition  to  the  package  mentioned  above,  for  each  traveler  submit  the  following 
for  the  Comptroller’s  signature: 

3  photocopies  of  the  group  travel  order  with  1  copy  stamped 
'ORIGINAL".  Write  or  type  the  traveler's  name  and  travel  order  number 
(Tango  Number)  in  the  upper  right  hand  corner  of  each  of  the  three 
travel  order  copies. 

3  copies  of  the  page  from  the  group’s  list  of  names  which  contains 
the  individual  traveler’s  name.  Use  an  asterisk  or  arrow  to  distinguish 
the  individual  concerned  from  the  other  names  provided  on  the  list. 

When  the  copies  have  been  signed  by  the  Comptroller,  they  will  be  returned  to  the 
originating  office  for  issue  to  group  travel  members. 

EXAMPLE  OF  LIST  OF  NAMES  FOR  COST  GROUP  ORDERS 


A  separate  accounting  line  and  serial  number  is  required  for  each  individual 
traveler. 


ANDERSON,  DAVID  M.,  LT/USN  SSN: _ 

(Accounting  Citation)  (Estimated  Cost) 

Example: 

AA  1701804.1180  000  62271  0  000179  2D  OAB001  622710EABOM  E 

BALLINGER,  CYNTHIA  J.,  LT/USN  SSN: _ 

(Accounting  Citation)  (Estimated  Cost) 


CAMERON,  CHARLES  B.,  LT/USN  SSN: _ 

(Accounting  Citation)  (Estimated  Cost) 


RENTAL  CAR  AUTHORIZED 
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EXAMPLE  FOR  COST  GROUP  ORDERS 


2-  ITANOARO  DOCUMENT  NO 


SUPERINTENDENT,  NAVAL  POSTGRADUATE  SCHOOL  MONTEREY  CA  9394:  PER  ATTACHED  LIST 

4  TANGO  NO 

PER  ATTACHED  LIST 

PER  ATTACHED  LIST  OF  *  mn'ocsicnator 

PER  ATTACHED  LIST 

(4  )  VARIOUS  OFFICERS  «  pare - 


TU»lL  JLA-A.  TftAVl. 

0  PROCEED  ON  OR  AlOuT  j  10  AUTMOR12ED  PROCiCO  ON  Or|  II  APPROXIMATE  NUMICN  09  12  ESTIMATED  OATE  OP  RETURN 

ABOUT  OATS 


13  . 7  AAAV  t 4 »  «r»».  «rt  »*4  Nmy  ptmert  *4*0*4  6**wJ 


©  TTMAOO  □  rf  KAOKOK  □  T(MAOe>* 


3  REASON  FOR  TRAVEL 


17  r.SCAL  OATA  ACCOUNTING  C  LAS  S  If  lC  AT  I O  N 

- - y - j - 1 - ; - - 1 - 

ARRRORRIATiOn  OBJZZr  lUCONt  ,  SU*  ALLOT  AUTHORIZED  ;  TYRE  PROPERTY  COST  coot 

SVMBOu  ANO  Sue  HEAD  Class  NUMBER  I  NUMBER  ACCTG  ACTY  ACCTG  AC  TY 

«l*  12)  I  «J|  Ui  I  13*  «’  (71  mi  I  »i 


.4  SYMI  (3  S Y Ml  !  13  SYMI  i  11  SYMl  j  l«  lYMl  12  SYMI  (•  SYM 


-per  attached  11st- 


I  STM)  j 


E(YimaT(o  COST 


IS  CUSTOMER  lOCNTiriCATiON  COOC 


transportation  per  o>Em 

«  »  1,950,00 


TOTAL 

•  1,950.00 


7,11  (qTRS  ONLY),  38 

‘Report  io  «  Duburting  Officer  within  13  diyt  Rfier  completion  of  »r*ve|  to  ictiie  your  irtvel  etpcntn  ’ 

2  f  ADDITIONAL  COMMENTS  AND  INSTRUCTIONS 


SUBMIT  COMPLETED  TRAVEL  CLAIM  TO  COMPTROLLER'S  OFFICE  WITHIN  10 
CALENDAR  DAYS  AFTER  COMPLETION  OF  TRAVEL.  FAILURE  TO  DO  SO  MAY  RE¬ 
SULT  IN  DEDUCTION  OF  ALL  TRAVEL  ADVANCES  RECEIVED  ON  THESE  ORDERS 
FROM  YOUR  PAY  AND  DENIAL  OF  FUTURE  ADVANCES  FOR  SUBSEQUENT 

23  AUTHENTICATING  SlONATUftC 

24  TRANSPORTATION  RtOU(|T/MAC  TRANSPORTATION  AUTHORIZATION  FURNISHED  " 


22COPY TO  Ornt+m <***"*  ++« //W—  m wm^ttwy 


22  security  clearance 

IT  IS  CERTIFIED  THAT  YOU 


COMRLKTKD . 


Figure  6.13  Group  Travel  Orders  (Cost) 


103 


Part  II  Document  Preparation 


GROUP  TRAVEL 
(NO  COST) 

For  group  travel  at  no  cost  to  the  government,  forward  the  following  documents  to 
the  Comptroller  Department  for  processing: 

-  Original  set  of  group  travel  orders  (see  sample). 

•  2  copies  of  group’s  list  of  names. 

1  copy  of  the  Travel  Request  Form. 

EXAMPLE  OF  LIST  OF  NAMES  FOR  NO  COST  GROUP  ORDERS 


ANDERSON,  DAVID  M.,  LT/USN  SSN: 

BALLINGER,  CYNTHIA  J.,  LT/USN  SSN: 

CAMERON,  CHARLES  B„  LT/USN  SSN: 

DEE,  SUZANNE  M„  LT/USN  SSN: 

ETTER,  RAYMOND  W.,  1LT/USMC  SSN: 


104 


Chapter  6  Travel  Documents 
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EXAMPLE  FOR  NO  COST  GROUP  ORDERS 


SUPERINTENDENT.  NAVAL  POSRCRADUATE  SCHOOL 
MONTEREY,  CA  93943 


PER  ATTACHED  LIST 


2  ITANDARD  DOCUMENT  NO 

N/A 

4  TANOO  NO 

N/A 

B  4SN/DCSICNATOR 


a  PUOCtlD  ON  OR  ABOUT  I  to  AuTmORiZCO  PROCEED  ON  OR,  II  APPROHMATE  NUMBER  OP  12  ESTIMATED  OATE  OP  RETURN 

I  ABOUT  I  DAYS 


I  3  TiNtRARY  -*  ,  *  a..; a*«  P>«rv  fMam  >*««  #/#«  6*0 


□  MtiviftuAi  T~ 

yu»u  q 

IBC B  OR  12  ESTIMATED  OATE  C 

I  I  ’**■*••  n  T....OCO.  Q  UmaOOhI 


I  13  REASON  f OR  TRAVEL 


Aurwoaiilio  visit  luCx  lOO'i'Oiui 


w  SCAI  DATA  ACCOuNT.NO  CLASSIFICATION 


APPROPR  ATiON  |  OBJECT  \ 

SYMBOL  AND  SUB  HEAD,  CLASS  j 

ill  121  |  Oi 

BU CONT 

’  NUMBER 

U' 

SUB  ALLOT 

NUMBER 

<3< 

AUTHORHEO 

1  ACCTG  ACTY 
ISI 

TYPE 

m  | 

PROPERTY 
ACCTG  ACTY 

*> 

COST  CODE 

i 

1?  STM.  14  SYMl  13  SYMI 

13  STM, 

It  SYMl 

19  SYM» 

12  SYMl  ! 

IS  SYMl 

112  SYM) 

| 

no  cq 

1ST  TO  US  G 

OVERNMH 

NT 

1 

.  J 

~J 

IB 

ESTIMATED  COST 

19  CUSTOMER  IDENTIFICATION  CODE 

transportation 

•  0 

PER  0 1 C m 

*  0 

MiSC  E  *  P 

*  0 

TOTAL 

*  0 

2D  ITEM  ,  L  m  nr-  *******  aj  hA*mrn  »*  "rwnr  tMr  »/  thnfo*~l 

4,7 

"Report  io  a  Disbursing  Officer  within  15  dsys  after  completion  of  travel  to  settle  your  trivel  cipensei." 
21  AOOlTlONAL  COMMENTS  AND  INSTRUCTIONS 


THIS  AUTHORIZATION  IS  ISSUED  WITH  THE  UNDERSTANDING  THAT  YOU  WILL  h  _____ 

NOT  BE  ENTITLED  TO  REIMBURSEMENT  FOR  TRANSPORTATION,  PER  DIEM  OR  based _ 

MISCELLANEOUS  EXPENSES  IN  CONNECTION  THEREWITH.  IN  CASE  YOU  DO  NOT  co*,ifTC0 

DESIRE  TO  PERSONALLY  BEAR  THIS  EXPENSE,  YOU  WILL  CONSIDER  THIS  Bv _ ‘ 

AUTHORIZATION  CANCELLED"  .plus _ 


23  AUTHENTICATING  SlG  NATURE 

24  TRANSPORTATION  REOUCST/MAC  TRANSPORTATION  AUTHORIZATION  FURNISHED: 


»R  CORV  TO.  C 


22  SECURITY  CLEARANCE 
IT  19  CERTIFIED  THAT  YOU 
MOLD  A _ 


Figure  6.14  Group  Travel  Orders  (No  Cost) 
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AMENDMENTS  TO  TRAVEL  ORDERS 


Travel  orders  may  be  amended  either  by  (1)  memorandum  or  (2)  Amended  Travel 
Orders. 

(1)  Memorandum: 

If  there  is  no  change  to  the  estimated  cost  of  the  original  order,  a  memorandum 
will  suffice.  Be  sure  to  attach  a  copy  of  the  original  travel  order  to  the  memo. 

EXAMPLE: 

From:  Chairman,  Code  xx 

To:  OIC,  PSD 

Via:  Comptroller,  Code  002 

SUBJ:  Amendment  to  Travel  Order 

Ref:  (a)  Standard  Document  No. 

Name  of  Traveler 
Dates  of  Travel 

1.  Description  of  change. 

(i.e.  travel  dates,  authorizing  leave  at  TDY  point,  etc.) 

(2)  Amended  Travel  Orders: 

Amended  Travel  Orders  are  required  for  amendments  that  increase  or  decrease  the 
estimated  amount  on  the  original  orders. 

Only  the  amount  of  the  increase/decrease  should  be  reflected  on  the  amendment, 
supported  by  an  appropriate  line  of  accounting  data  (AA  if  per  diem,  AB  if  transportation, 
etc).  Estimated  costs  appearing  on  the  original  orders  will  not  be  repeated  on  the 
amendment;  i.e.,  if  the  original  orders  show  an  amount  in  the  Transportation  Block,  and 
this  amount  is  not  being  changed,  it  should  not  appear  on  the  amendment. 

The  "total”  amount  shown  on  the  amendment  will  reflect  the  total  indicated  on  the 
original  order  plus  or  minus  the  increase/decrease. 

Clearly  define  the  reason  for  the  amendment  in  the  remarks  section. 

EXAMPLE 


Orders  are  amended  to:  Include  another  stop  in  the  itinerary. 

Authorize  rental  car. 

Increase  amount  of  registration. 

Etc. 
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Travel  orders  are  to  be  completed  as  follows: 

DD-FORM  1610  Civilian  Travel  Orders. 

Complete  blocks  1-11.  Any  changes  to  these  blocks  must  be  reflected  on  the 
amendment.  If  there  are  no  changes,  the  same  information  must  be  repeated. 

Block  7  will  read  "AMENDMENT  TO  N622719xTOxxxxx." 

NAVPERS  1320  Military  Travel  Orders. 

Complete  blocks  1-15.  Any  changes  to  these  blocks  must  be  reflected  on  the 
amendment.  If  there  are  no  changes,  the  same  information  will  be  repeated.  Block 
2  will  read  "AMENDMENT  TO  N622719xTOx3dcxx." 

NAVSO  4650/10  Invitational  Travel  Orders. 

Complete  blocks  2-11.  Any  changes  to  these  blocks  must  be  reflected  on  the 
amendment.  If  there  are  no  changes,  the  same  information  will  be  repeated.  Block 
2  will  read  "AMENDMENT  TO  N622719xTOxxxxx." 
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CANCELLATIONS 


It  is  the  responsibility  of  the  department  originating  the  travel  orders,  to  notify  the 
following  offices  when  the  orders  have  been  cancelled: 

1.  Comptroller  Department,  in  all  instances. 

2.  Personnel  Support  Detachment,  when  a  travel  advance  or  airline 
tickets  have  been  requested. 

3.  Research  Administration  Office,  when  research  funds  are  involved. 

With  per  diem  only  requests,  send  the  original  travel  orders  and  a  cancellation 
memo  to  the  Comptroller  Travel  Clerk  (Code  002T).  Forward  a  copy  of  each  document  to 
Research  Administration,  if  research  funds  have  been  obligated. 

When  airline  tickets  and/or  a  travel  advance  have  been  requested,  send  the  original 
documents  and  an  additional  copy  of  the  cancellation  memo  to  Code  002T,  via  the  PSD 
Travel/Transportation  Supervisor.  Forward  copies  of  the  documents  to  the  Research 
Administration  Office,  if  research  funds  have  been  obligated. 

EXAMPLE 


From: 

Department 

To: 

002T 

Via: 

PSD  Travel/Transportation  Supervisor 

SUBJ: 

CANCELLATION  OF  TRAVEL  ORDER 

Ref:(a) 

Standard  Document  Number 

Name  of  Traveler 

DateCs)  of  Travel 

Copy  to  Code  012  when  research  funds  are  involved. 


If  a  travel  advance  check  or  airline  ticket  has  already  been  picked  up,  it  must  be 
returned  with  the  cancellation  memo  and  original  travel  orders  to  the  PSD 
Travel/Transportation  Supervisor. 

If  a  check  for  advance  travel  has  already  been  cashed,  a  check  in  the  amount  of 
the  advance,  made  out  to  the  "Treasurer  of  the  United  States",  must  be  submitted  to  the 
PSD  Travel/Transportation  Supervisor,  together  with  the  original  orders  and  cancellation 
memorandum. 
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LOCAL  TRAVEL  OF  LESS  THAN  10  HOURS 
INVOLVING  NO  PAYMENT  OF  PER  DIEM 

For  local  area  travel  involving: 

1.  a  privately  owned  vehicle  (POV), 

2.  total  travel  time  (including  stopover)  less  than  10  hours, 

3.  and  no  payment  of  per  diem; 

Reimbursement  of  mileage  expense  and  associated  fees,  i.e.,  toll  bridges,  parking, 
etc.,  may  be  claimed  on  a  SF-1164  Claim  for  Reimbursement.  The  mileage  rate  for  local 
travel  (effective  9/17/89)  is  $0.24. 

The  following  counties  are  defined  as  "local  travel": 

Alameda 

Contra  Costa 

Monterey 

San  Benito 

Santa  Clara 

Santa  Cruz 

San  Francisco 

Verbal  authorization,  from  officials  designated  in  NAVPGSCOLINST  4650.4B,  is 
required  prior  to  commencement  of  travel. 

The  first  choice  of  all  official  travel  must  be  by  government  vehicle.  No  later  than 
one  working  day  prior  to  commencing  travel,  the  traveler  must  contact  the  motor  pool  and 
request  a  vehicle  reservation.  Non-availability  of  a  government  vehicle  is  justification  for 
privately  owned  vehicle  reimbursement.  Cite  the  date  and  time  of  the  phone  call  to  the 
motor  pool,  as  well  as  the  purpose  of  the  trip,  on  the  SF-1164  (see  sample). 
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I  ULi'AldMCNI  UH  (  3l«UUJllWlNI  JUHLAU 

CLAIM  FOR  REIMBURSEMENT  DEPARTMENT  OF  METEOROLOGY  LUDt  oj 
FOR  EXPENDITURES  NAVAL  POSTGRADUATE  SCHOOL 

ON  OFFICIAL  BUSINESS^  MONTEREY,  CA _ 93943 _ 


Read  H'e  A*. vacy  Act  Statement  on  the  6ac*  ot  this  form 
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Figure  6.15  SF  1164  Claim  for  Reimbursement  for  Expenditures  on  Official  Business 


110 


Chapter  6  Travel  Documents 


TRAVEL  CLAIMS 

DD-FORM  1351-2  TRAVEL  VOUCHER 
OR  SUB-VOUCHER 

Travel  claims  must  be  submitted  to  the  Comptroller’s  office,  Code  002T,  within  five 
calendar  days  following  completion  of  travel. 

It  is  preferred  that  claims  be  typed;  if  handwritten,  use  black,  or  blue  ink,  and 
press  hard  enough  to  ensure  that  all  copies  are  legible.  Staple  all  required  documents  to 
the  travel  claim  form.  It  is  the  traveler’s  responsibility  to  ensure  the  completeness  of  the 
travel  claim. 


The  following  is  a  list  of  items  required  for  travel  reimbursement: 

DD-FORM  1351-2  Travel  Claim. 

Original  and  two  (2)  copies  of  travel  orders  with  legible  signatures. 

Original  and  one  (1)  copy  of  all  receipts,  i.e.,  rental  car,  gas  receipts 
for  rental  cars,  lodging,  and  any  other  expenses  of  $25.00  or  more. 

Do  not  include  charge  card  receipts. 

Original  and  one  copy  of  official  GTR  endorsement.  These  are 
attached  to  original  orders  when  ticketed  by  the  PSD  Transportation 
Office  •  do  not  detach  them  from  the  original  orders.  Return  all 
unused  airline  tickets  for  a  refund  with  the  white  passenger  coupon 
and  an  additional  copy  of  the  orders  for  proper  credit. 

Original  and  two  (2)  copies  of  all  endorsements,  i.e.,  government 
quarters,  etc.  Note:  Regarding  ITOs,  an  endorsement  from  the 
billeting  officer  must  be  on  the  original  orders  certifying  the 
availability/non-availability  of  government  quarters. 

Original  and  1  copy  of  lost  receipt  statement,  if  applicable. 

Block  9  of  the  DD  1351-2:  owner/operator  must  be  checked  to 
receive  POV  mileage. 

Official  phone  calls  must  be  listed  as  official  and  highlighted  for  the 
Comptroller’s  signature. 

The  "Brief  Sheet  for  Military/Civilian  Travellers  on  Official  Orders”,  is  attached  to 
all  travel  orders  by  the  Personnel  Support  Detachment  and  provides  guidelines  to  be 
followed  in  preparing  a  travel  claim.  The  following  guidance  will  assist  in  completing  the 
DD  Form  1351-2  (refer  to  Figures  6.15  and  6.16): 

A.  Check  Mailing  Address. 


Home  address  (be  sure  to  include  zip  code);  Department  Code/SMC,  NPS 
Monterey,  CA  93943 
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B.  Prior  Travel  Payments  or  Advances. 

Include  all  advances  received. 

C.  Itinerary. 

The  itinerary  on  the  claim  must  be  in  agreement  with  the  itinerary  on  the 
orders,  i.e.,  those  locations  marked  "TD”  (temporary  duty)  under  "Reason  For 
Stop”  must  appear  in  the  itinerary  on  the  travel  order. 

Show  hours  and  dates  for  all  authorized  stops,  including  stops  that  required 
a  change  in  mode  of  travel.  This  does  not  include  brief  stops  at  airports  to 
change  planes. 

Complete  "Mode  of  Travel"  and  "Reason  for  Stop”  blocks.  Abbreviations  are 
shown  in  25a  and  25b  on  the  reverse  side  of  the  claim  form.  The  following 
is  a  listing  of  commonly  used  codes: 

PA  -  Private  Automobile. 

TP  -  Commercial  air  obtained  from  PSD  Transportation. 

CP  -  Commercial  air  purchased  at  own  expense  (must  be  authorized 
in  advance  via  memo  to  PSD). 

GP  -  Government  transportation,  i.e.,  scheduled  military  flights. 

D.  Reimbursable  Expenses. 

List  all  expenses  incurred  thai  do  not  involve  lodging  and  meals.  Only  the 
expenses  authorized  on  the  travel  orders  will  be  reimbursed,  e.g.,  registration 
fee,  rental  car  and  gas,  taxi,  etc. 

E.  Long  distance  telephone  calls. 

Indicate  the  dollar  amount  claimed  and  highlight  it  for  the  Comptroller’s 
signature.  The  claim  must  be  substantiated  by  a  statement  indicating  that 
the  call(s)  were  for  official  business.  The  call(s)  origin  and  destination,  date, 
and  cost  must  be  clearly  indicated. 

F.  GTR. 

Ensure  that  the  GTR  cost,  as  shown  on  the  GTR  endorsement  attached  to 
the  orders,  is  entered  in  this  block. 
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G.  POC  Travel. 

The  "OWNER/OPERATOR"  block  must  be  checked  to  receive  POV 
mileage  (includes  automobile,  motorcycle,  plane,  etc.). 

H.  Signature  of  Claimant. 

Must  be  signed  and  dated. 
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SAMPLE  TRAVEL  CLAIM  FOR  CONUS  TRAVEL 
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Figure  6.16  DD  Form  1351-2  CONUS  Travel  Claim 
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SAMPLE  TRAVEL  CLAIM  -  OUTCONUS  TRAVEL 
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Figure  6.17  DD  Form  1351-2  OUT-CONUS  Travel  Claim 


CHAPTER  7 


LABOR  DOCUMENTS 


Introduction. 

Cost  centers  use  several  forms  to  document  and  approve  labor.  These  include: 

(1)  NDW-NRFC  7410/17  Time  Card. 

(2)  NDW-NRFC  7410/17A  Labor  Card. 

(3)  NDW-NRFC  12600/1  T&A  Overtime  Certification  Authorization. 

(4)  NAVEXOS-4377  Overtime  Request  and  Authorization. 

(5)  Bi-Weekly  Report  of  Hours  Worked. 

(6)  SF-71  Application  for  Leave. 

(7)  Faculty  Employment  Certification  Memo. 

Faculty  Employment  Certification  Letter. 

(8)  SF-50  Notification  of  Personnel  Action. 

(9)  SF-52  Request  for  Personnel  Action. 

References. 

(1)  NRFCWASHINST  7410.3A 

Recording  and  Reporting  Attendance/Leave  of  Civilian  Employees. 

(2)  Department  of  the  Navy,  Office  of  Civilian  Personnel  Management; 
Managing  To  Payroll  Desk  Guide. 

(3)  SECNAVINST  12510.9 

Delegation  of  Position  Classification  Authority  and  Position 
Management  Responsibility  Consistent  with  Payroll  Management. 


Document  Description. 

NDW-NRFC  7410/17  Time  Card. 

(Figures  7.1  through  7.24 

The  NRFC  7410/17  is  the  official  document  for  reporting  and  recording  the 
attendance  and  leave  taken  by  civilian  employees. 

NDW-NRFC  7410/17A  Labor  Card. 

(Figure  7.2) 

The  labor  card  is  used  to  report  labor  exceptions  and  work  performed  under  other 
job  order  numbers.  Most  employees  perform  their  routine  work  under  a  specific  job  order 
number.  If  they  are  required  to  perform  work  which  is  not  routine,  let’s  say  they  are 
temporarily  reassigned  to  another  department,  then  a  labor  card  must  be  submitted 
showing  the  number  of  hours  worked  under  the  different  job  order  number.  Notice  that 
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the  labor  card  has  a  provision  for  several  job  order  numbers,  while  the  time  card  does 
not. 

NDW-NRFC  12600/1  T&A/Overtime  Certification  Authorization. 

(Figure  7.25) 

This  form  is  used  for  submitting  the  names  of  persons  authorized  to  approve  and 
certify  Time  Cards,  Labor  Cards  and  Overtime  Requests.  Authorization  authority  must  be 
on  file  at  the  FIPC  before  personnel  can  approve  or  certify  these  documents. 

NAVEXOS  4377  Overtime  Request  and  Authorization. 

(Figures  7.26  &  7.27) 

This  form  is  used  to  authorize  overtime  for  NPS  employees.  The  form  must  be 
submitted  to  the  Payroll  and  Timekeeping  Division  prior  to  overtime  work  actually  being 
performed.  Justification  must  also  be  provided  for  overtime  labor. 

Bi-Weekly  Report  of  Hours  Worked. 

(Figure  7.28) 

The  Bi-Weekly  Report  of  Hours  Worked  is  an  internal  memo  used  by  employees  to 
indicate  the  hours  worked  during  a  particular  pay  period.  The  report  is  submitted  to  the 
department  timekeeper,  who  uses  the  information  to  prepare  the  time  and  labor  cards. 

SF-71  Application  for  Leave. 

(Figures  7.29  &  7.30) 

The  Application  for  Leave  is  used  when  an  employee  requests  leave,  or  when  leave 
was  taken  and  the  employee  was  unable  to  initial  the  T&A  Card  beforehand.  For  sick 
leave  exceeding  three  days,  a  supporting  statement  from  the  attending  physician  must  be 
attached  to  the  SF-71.  If  the  SF-71  and  statement  are  not  submitted  by  the  individual 
concerned  within  two  pay  periods  following  the  sick  leave,  a  supplemental  T&A  Card  must 
be  submitted  to  the  FIPC  (NRFC),  changing  Sick  Leave  to  Annual  Leave  or  Leave 
Without  Pay  (LWOP). 

Faculty  Employment  Certification  Memo/ 

Faculty  Employment  Certification  Letter. 

(Figures  7.31  &  7.32) 

This  document  is  prepared  by  each  department  and  indicates  the  number  of  hours 
department  faculty  members  work  during  a  particular  pay  period.  The  form  also 
documents  whether  hours  worked  should  be  charged  to  direct  funds,  direct  funded 
research,  or  reimbursable  research  accounts.  The  completed  memo  is  sent  to  the 
Academic  Planning  Department,  who  prepare  a  Faculty  Employment  Certification  Letter. 
(The  Faculty  Employment  Certification  Letter  consolidates  the  information  provided  on  the 
memo).  The  letter,  together  with  the  departmental  memos,  is  then  forwarded  to  the 
Payroll  and  Timekeeping  Division  where  it  is  used  to  prepare  labor 
cards  for  each  faculty  member.  When  the  facility  labor  cards  are  completed,  the  letter 
and  labor  cards  are  mailed  to  the  FIPC  for  settlement. 
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SF-50  Notification  of  Personnel  Action/ 

SF-52  Request  for  Personnel  Action. 

(Figures  7.33,  7.34,  &  7.35) 

A  Notification  of  Personnel  Action  (SF-50)  is  the  official  document  used  to  record 
new  employee  hires,  promotions,  grade  increases,  transfers,  resignations,  or  any  action 
that  would  change  a  payroll  status.  The  SF-50  also  notes  the  employees’  annual  salary 
for  all  GS,  GM,  and  faculty;  and  the  hourly  wage  rate  for  WG  employees. 

A  Request  for  Personnel  Action  (SF-52)  is  an  internal  personnel  action  form 
submitted  by  the  departments,  via  the  Comptroller,  to  the  Civilian  Personnel  Office  (CPO) 
to  generate  an  official  Standard  Form  50. 

If  an  employee  experiences  a  change  in  employment  status,  a  Standard  Form  52  is 
submitted  to  the  CPO  to  update  official  (FIPC)  and  local  employment  records.  The 
Payroll  and  Timekeeping  Division  check  for  sufficient  line  manager  funds  to  accommodate 
the  change  in  payroll  status.  The  Comptroller  initials  each  SF-52  before  it  goes  to  the 
CPO. 


General  Information. 

Timekeeper  Responsibilities. 

1.  After  receipt,  review  all  preprinted  Time  Cards  for  accuracy. 

2.  Ensure  all  new  employees  have  a  Time  Card  (note:  it  takes  two  pay  periods  to 
receive  a  preprinted  card  for  new  employees). 

3.  Do  not  leave  cards  in  an  open  area. 

4.  Record  time  and  attendance  on  the  Time  Cards  (and  Labor  Cards  when  required) 
for  assigned  employees.  You  may  have  each  employee  maintain  an  individual  time 
sheet,  then  transfer  the  information  to  the  original  Time  Card  or  maintain  the 
original  Time  Cards  on  a  daily  basis,  whichever  is  preferred. 

5.  Record  entries  on  Time  Cards  in  black  ink  only. 

6.  Erroneous  entries  on  Time  Cards  must  be  corrected  by  drawing  a  red  line  through 
the  incorrect  entry  and  then  writing  in  the  correct  entry.  Do  not  obliterate  the 
original  entry.  Under  no  circumstances  must  erasures,  white-out,  correction 
tape/fluids  be  used  on  this  document. 

7.  Time  Cards  must  be  signed  only  by  those  individuals  authorized  to  certify  Time 
Cards.  Under  no  circumstance  is  a  facsimile  signature  stamp  permitted. 

8.  Ensure  all  entries  for  pay  and  leave  are  recorded  correctly. 


9.  Account  for  all  leave,  overtime,  and  compensation  (comp)  time,  and  verify  the  cards 
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with  the  original  requests/supporting  documents. 

10.  Clip  required  supporting  documentation  to  the  Time  Card  and  hand  carry  them  to 
the  Timekeeping  Division  by  the  required  deadline. 

11.  Serve  as  a  liaison  for  your  departments  pay  problems;  provide  a  copy  of  the 
employee’s  Time  Card  and  Leave  and  Earnings  Statement  (LES)  for  the  pay  period 
in  question.  Write  a  brief  note  describing  the  problem. 

12.  If  an  employee  is  having  problems  with  any  of  the  items  listed  below,  have  the 
employee  go  to  Civilian  Personnel  Office  (CPO)  and  obtain  a  copy  of  the  document 
pertaining  to  that  item.  The  employee  must  bring  the  document  and  his/her  most 
recent  LES  to  the  Timekeeping  Division,  where  an  attempt  will  be  made  to  rectify 
the  pay  problem.  The  Timekeeping  Division  does  not  maintain  copies  of  the  forms 
listed  below.  The  only  documents  received  by  the  Timekeeping  Division  from  the 
CPO  are  the  employee’s  Standard  Form  50  -  Personnel  Action. 

Address  Changes 

W-4  Changes 

Direct  Deposit  Forms 

Life  Insurance/Health  Insurance  Status 

Allotments 

Bonds 

Charity  Donations 
Retirement  Forms  (info) 

Union  Dues 

Note:  If  an  employee  has  not  received  his/her  LES,  the  department  timekeeper 
must  request  a  duplicate  no  later  than  Thursday  or  Friday  (10:00  am)  of  the  pay 
week.  The  employees  name,  ID  number,  and  home  address  must  be  provided. 


Document  Preparation. 

The  majority  of  NPS  timekeeping  and  payroll  documents  are  relatively  straight 
forward  to  complete,  with  most  of  the  entries  being  self-explanatory  in  nature.  This 
section  provides  examples  and  guidance  for  the  following  documents  (Time  and  Labor  Card 
codes  may  be  found  in  Appendix  H): 

Time  Card  •  Required  Entries 

(Figure  7.1) 

Time  and  Labor  Card  -  Example 

(Figure  7.2) 

Time  Card  -  New  Employee 

(Figure  7.3) 

Time  Card  -  Separated  Employee 
(Figure  7.4) 
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Time  Card  •  Part  Time  and  Intermittent  Schedules 

(Figure  7.5) 

Time  Card  -  Regular  and  Flextime  Schedules 

(Figure  7.6) 

Time  Card  -  Holiday  Leave 
(Figure  7.7) 

Time  Card  •  Comparison  of  Regular  to  Supplemental 

(Figure  7.8) 

Time  Card  -  Traumatic  Injury 

(Figure  7.9) 

Time  Card  -  Annual  Leave 

(Figure  7.10) 

Time  Card  -  Sick  Leave 
(Figure  7.11) 

Time  Card  •  Advanced  Annual  Leave  and  Advanced  Sick  Leave 

(Figure  7.12) 

Time  Card  -  Compensatory  Time 

(Figure  7.13) 

Time  Card  -  Military  Leave 

Standard  Form  71  Application  for  Leave 

(Figure  7.14) 

Time  Card  -  Court  Leave 
Standard  Form  71  Application  for  Leave 
Court  Summons 
Certification  of  Jury  Duty 

Payment  for  Jury  Duty  and  Personal  Check  for  Excess  Per  Diem 

(Figures  7.15,  7.16,  &  7.17) 

Time  Card  -  Leave  without  Pay  (LWOP) 

(Figure  7.18) 

Time  Card  •  Overtime 
(Figure  7.19) 

Time  Card  -  Environmental  Premium 
(Figure  7.20) 

Time  Card  -  Holiday  Work 
(Figure  7.21) 
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Time  Card  -  Sunday  Work 
(Figure  7.22) 

Time  Card  -  Night  Differential 
(Figure  7.23) 

Time  Card  -  Fire  fighters 

(Figure  7.24) 

NDW-NRFC  12600/1  T&A/Overtime  Certification  Authorization: 

(Figure  7.25) 

NAVEXOS  4377  Overtime  Request  and  Authorization: 

(Figures  7.26  &  7.27) 

Bi-Weekly  Report  of  Hours  Worked 

(Figure  7.28) 

SF-71  Application  for  Leave: 

(Figures  7.29  &  7.30) 

Faculty  Employment  Certification  Memo/ 

Faculty  Employment  Certification  Letter: 

(Figures  7.31  &  7.32) 

SF-50  Notification  of  Personnel  Action/ 

SF-52  Request  for  Personnel  Action: 

(Figures  7.33,  7.34,  &  7.35) 


Note:  The  NPS  Civilian  Personnel  Office  is  currently 
developing  a  handbook  for  preparing  the  SF  52  -  Request 
for  Personnel  Action.  Appendix  I,  a  SF  52  guide  prepared 
for  Point  Hueneme,  should  be  of  some  benefit  in  the 
interim. 
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Figure  7.1  Time  Card:  Required  Entries 
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Time  0*0 

WVCWASH  741O'l7'S-0t| 


example  of  a  new  employee 


Figure  7.3  Time  Card:  New  Employee 
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Twe  capz  mie  capo 

NRFCWiSH  ?41(VI7  NBFC\VASH7»>0'17I»-«1) 


examples  of  fart  time  and 
INTERMITTENT  SCHEDULES 


Figure  7.5  Time  Cards:  Part  Time  and  Intermittent  Schedules 


Document  Preparation 
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Figure  7.7  Time  Card:  Holiday  Leave 
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•nwecARO 

|*VC\VASH  741CV17 


EXAMPLE  OF  TRAUMATIC  INJURY:  (INJURY  STATUS)  TIMECARD  CODE  IS  68 

-  TRAUMATIC  INJURY  IS  BASED  ON  A  45  CALENDAR  DAYS  ENTITLEMENT  PER  INJURY. 
IF  SATURDAY  AND  SUNDAY  FALL  WITHIN  THE  PERIOD  OF  ABSENCE,  THEY  ARE  COUNTED  AS 
PART  OF  THE  45  CALENDAR  DAYS. 

-  THE  DAY  OF  INJURY  IS  NOT  CHARGED  OK  CHARGED  TO  ADMINISTRATIVE  LEAVE. 

-  A  COPY  OF  THE  CA-1  FORM  (PROCESSED  IN  CPO)  MUST  BE  SUBMITTED  WITH  THE 
TIRST  TIMECARD  SUBMITTED  REPORTING  THE  INJURY. 


Figure  7.9  Time  Card:  Traumatic  Injury 
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TIME  C*PO 

NRFCWAS*  T«10,T7  [Mil 


EXAMPLE  OF  ANNUAL  LEAVE:  TIMECARD  CODE  71 

-  ANNUAL  LEAVE  IS  TIME  OFF  AT  FULL  PAY  WHICH  IS  GRANTED  FOR  ABSENCES  FROM 
OFFICIAL  DUTY  OCCURRING  WITHIN  A  REGULAR  TOUR  OF  DUTY. 

-  ANNUAL  LEAVE  MUST  BE  INITIALED  BY  EMPLOYEE  ON  THE  TIMECARD  OR  AN 
APPROVED  SF-71  (APPLICATION  FOR  LEAVE)  MUST  BE  SUBMITTED. 

-  ANNUAL  LEAVE  IS  CHARGED  IN  WHOLE  HOURS. 


Figure  7.10  Time  Card:  Annual  Leave 
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'M6  c»cc 

nbfc>v»s-  >>  evi 


EXAMPLE  OF  SICK  LEAVE:  TIMECARD  CODE  IS  72 

-  SICK  LEAVE  IS  TIME  OFF  AT  FULL  PAY  WHICH  IS  GRANTED  TO  EMPLOYEES  FOR 
ABSENCES  RELATED  TO  ILLNESS,  INJURY  OR  MEDICAL  CARE. 

-  SICK  LEAVE  MUST  BE  INITIALED  3Y  EMPLOYEE  ON  THE  TIMECARD  OR  AN 
APPROVED  SF-7 i  (APPLICATION  FOR  LEAVE)  MUST  BE  SUBMITTED. 

-  A  LEAVE  SLIP  MUST  ALWAYS  BE  SUBMITTED  FOR  SICK  LEAVE  IN  EXCESS  OF  THREE 
CONSECUTIVE  DAYS.  ALONG  WITH  A  DOCTOR'S  NOTE. 

-  SICK  LEAVE  IS  CHARGED  IN  WHOLE  HOURS. 


Figure  7.11  Time  Card:  Sick  Leave 
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TIME  CAAO 
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•■Siz  OF  ADVANC ED  ANNUAL  LEAVE:  TIMECARD  CODE  73 


EXAMPLE  OF  ADVANCED  SICK  LEAVE:  CODE  7L 


-  AN  APPROVED  SF-7 1  (APPLICATION  FOR  LEAVE)  AND  APPROVED  MEMORANDUM  (AND  DOCTOR’S 
NOTE.  IF  RED’UESTISG  ADVANCED  SICK  LEAVE)  MUST  BE  SUBMITTED  WITH  TIMECARD. 

-  FOR  ADVANCED  ANNUAL  AND  ADVANCED  SICK  LEAVE,  SEE/CALL  JACKIE  RHODES.  LABOR 
an;  EMPLOYEE  RELATIONS,  CFO,  X3G55,  FOR  INSTRUCTIONS/CUIDELINES  PERTAINING  TO  THE 
AUTHORIZING  OFFICIALS  AND  MEMORANDUM  FORMAT. 

-  ADVANCED  ANNUAL/ADVANCED  SICK  LEAVE  MUST  BE  APPROVED  PRIOR  TO  TIMECARD  SUBMISSION. 


Figure  7.12  Time  Cards:  Advanced  Annual  &  Advanced  Sick  Leave 
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COMPENSATORY  TIME 


CODES  75-EARNED  and  76-USED 


-  COMPENSATORY 
IS  RECEIVED.  IT  IS 
FUTURE  USE . 


time  is  apfroved  additional  worn  time  for  which  no  pat 

CREDITED  TO  A  SPECIAL  LEAVE-TYPE  ACCOUNT  FOR  THE  EMPLOYEE'S 


-  THE  SAME  LIMITATIONS  WHICH  APPLY  TO  OVERTIME  ALSO  APPLY  TO  COMPENSATORY 
TIME.  AN  APPROVED  OVERTIME/COMPENSATORY  TIME  AUTHORIZATION  FORM  (NAVCOMPT  2282) 
MUST  BE  SUBMITTED.  (EXAMPLE  ON  PACE  15  ). 

-  THE  MAXIMUM  AMOUNT  OF  COMPENSATORY  TIME  THAT  AN  EMPLOYEE  MAY  ACCUMULATE 
IS  80  HOURS.  BALANCES  OVER  80  HOURS  CONVERT  TO  OVERTIME  WITHIN  THE  PAYROLL 
PROCESSING. 

-  COMPENSATORY  TIME  USED  MUST  BE  INITIALED  BY  EMPLOYEE  OR  AN  APPROVED  SF-71 
MUST  BE  SUBMITTED. 

-  COMPENSATORY  TIME  EARNED  AND  USED  IS  CHARGED  IN  WHOLE  HOURS. 


Figure  7.13  Time  Card:  Compensatory  Time 
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MILITARY  leave  :  TIMECARD  CODE  77 

-  RESERVE  MEMBERS  ARE  ENTITLED  UP  TO  15  DAYS  OF 
MILITARY  LEAVE  DURING  EACH  FISCAL  YEAR. 

-  EMPLOYEES  ARE  ENTITLED  TO  MILITARY  LEAVE  WHILE 
SERVING  ON  ACTIVE  DUTY  OR  ACTIVE  DUTY  TRAININC,  BUT 
IS  NOT  ENTITLED  TO  MILITARY  LEAVE  TO  ATTEND  WEEKEND 
DRILLS  OR  TO  ATTEND  TRAINING  WHILE  IN  AN  INACTIVE 
DUTY  STATUS. 

-  A  COPY  Or  THE  MILITARY  ORDERS  DIRECTING  THE' 
EMPLOYEE  TO  REPORT  FOR  DUTY  MUST  BE  SUBMITTED  WITH 
TIMECARD  ALONG  WITH  AN  APPROVED  SF-71.  UPON  COMPLE¬ 
TION  OF  TRAINING  DUTY,  A  CERTIFIED  COPY  OF  THE 
MILITARY  ORDERS  SHOWING  ACTUAL  DATES  REPORTED  AND 

: :s:.-.ar is:  most  se  submitted  asap.  if  paperwork 
IS  NOT  SUBMITTED  NRFCVASK  WILL  AUTOMATICALLY 
CONVERT  MILITARY  LEAVE  vCOUE  7';  TO  ANNUAL  LEAVE 
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Figure  7.14  Time  Card:  Military  Leave,  SF  71:  Application  for  Leave 
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COURT  LEAVE:  TIMECARD  78 

-  COURT  LEAVE  IS  AN  AUTHORIZED  ABSENCE  OF 
AN  EMPLOYEE  FROM  WORK  FOR  JURY  DUTY  WHETHER 
QUALIFYING  FOR  OR  SERVING  ON  A  JURY,  OR  AS 

A  WITNESS  IN  A  NONOFFICIAL  CAPACITY  IN  WHICH 
THE  UNITED  STATES,  THE  DISTRICT  OF  COLUMBIA, 
STATE  OR  LOCAL  GOVERNMENT  IS  A  PARTY. 

-  TC  3E  GRANTED  COURT  LEAVE,  AN  EMPLOYEE' 
MUST  SUBMIT  A  TRUE  COPY  OF  SUMMONS  FOR  JURY  OR 
WITNESS  SERVICE  (SEE  EXAMPLE  ON  PAGE  18).  THE 
SUMMONS  AND  AN  APPROVED  SF-71  MUST  BE  SUBMITTED 
WITH  THE  TIMECARD. 


TOUR  OF  DUTY 
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-  THE  CERTIFICATE  OF  ATTENDANCE  FROM  THE 
COURT  SHOWING  INCLUSIVE  DATES  CF  JURY  SERVICE 

SEE  EXAMPLE  PAGE  19  MUST  BE  SUBMITTED  ASAP. 

IF  FAFERWTF.F  is  NCT  SUBMITTED,  NRFCWASH  WILL 
AUTOMATICALLY  CONVERT  COURT  (CODE  78)  TO 
ANNUAL  LEAVE  'CODE  7  1'..  IF  EMPLOYEE  DOES  NOT 
HAVE  ANY  ANNUAL  LEAVE,  EMPLOYEE  WILL  EE  LWCP'eJ 

-  up; n  feceipt  op  CHECK  from  the  court. 


:  NAVY  REGIONAL  FINANCE  CENTER. 
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Figure  7.15  Time  Card:  Court  Leave,  SF  71:  Application  for  Leave 
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supenion  court  of  California 

COUNT  Y  OF  HONTERET 
240  Church  St.,  Room  320 
Sillitis,  CA  93901 


10: 

r_ 


L 


3109  SEACRESt  AV  IA3 

MARINA  CA  93933 


“1 


ALAN  CARLSON 

EXECUTIVE  OFFICER/JURY  COttUSSlONER 
PIIOIIE:  2  55-506 1 

TRIAL  JURY  SUMMONS 


YOU  ARE  IIF.RF.ni  ORPERED  TO  ArTEAR  AT  B ,  30  A.H.  OH  MAR  1989 

if,  T!!LSilriHAS  WUHAH'S  CLUn,  215  LINCOLN  STREET.  SALINAS  (ACROSS  FROM  THE 
SALINAS  CITY  HALL),  TO  SERVE  AS  A  TRIAL  JUROR  FOR  TUE  SUPERIOR  COURT  AND 

hunicifal  court. 


I y  you  believe  you  are  legally  entitled  to  be  excused  from  Jury  duty  or  would  like  a 
postponement,  please  contact  the  Jury  Cornel ss loner 1 s  Office  at  the  Courthouse  In  person 
or  by  telephone  at  755-5061  prior  to  the  Friday  before  the  date  gl»en  aboye. 

A"  orientation  regarding  Jury  service  will  begin  at  the  time  indicated  above,  so  Jurors 
are  a s P od  to  arrive  promptly.  In  deciding  when  to  leave  home,  please  remember  that  It 
ray  tale  some  time  to  find  parking. 

FMLV"  10  AFrEAR  MAY  RESULT  111  YOUR  BEING  CUED  FOR  CONTEMPT  OF  COURT  AND  A  POSSIBLE 
FINE  CF  $750. 

Of  ORDER  OF  THE  COURT. 

Alan  Carl  son 

Executive  Off (cer/Jury  Commissioner 
Superior  Court 


JUUOUS  TEMPOKAHY 
PAHKING  PERMIT 

COUNTY  OF  MONTEREY 


EXPIRATION  DATE 

MAR  i  q  jggg  , 


PLEASE  PLACE  ON  DASIIDOA11D 

\  , 


This  permit  allows  you  to  park'  In  county  parking  loti  only  (see  nap  on  reverse  tide). 
You  may  park  In  "B"  permit  spaces  or  B-frour  visitor  spaces  In  the  county  lots.  The 
permit  Is  NOT  valid  for  30-minute,  car  pool,  handicapped,  "A"  ’C"  or  "E”  permit  areas, 
or  red  zones  In  the  county  lots.  THE  PERMIT  IS  NOT  VALID  III  CITY  PARKING  tOTS  or  In 
2-hour,  1-hour,  green,  red,  yellow  or  handicap  zones  on  city  streets.  If  the  county 
-'■***  „.,v  „„  street  in  a  space  where  there  are  no  time  limits  or 

*•  -  - 1  W.  A  Jihnvt. 


Figure  7.16  Court  Summons 
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Figure  7.17  Jury  Duty  Payment  Voucher  &  Per  Diem  Reimbursement  Check 
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EXAM:  LI  CF  OVERTIME 

-  OVERTIME  MI.’ ST  BE  APPROVED  IN  ADVANCE.  IT  MUST  FIRST  BE  APPROVED 
BY  YOUR  DEPARTMENT  HEAT /CHAIRMAN ,  AND  THEN  YOUR  DEAN  OR  DIRECTOR  (PAYROIL 
MGR, LINE  MCE;  WHO  IS  THE  APPROVING  AUTHORITY. 

-  OVERTIME  AUTHORIZATION  FORM  (NAVCOMPT-2282)  MOST  BE  SUBMITTED  WITH 
THE  TIMECARD.  IT  MUST  STATE  THE  SAME  DATES  AND  HOURS  AS  REFLECTED  ON  THE 
TIMECARD .  YOU  MUST  STATE  A  JUSTIFICATION  AND  THE  JOB  ORDER  IN  WHICH  YOU 
ARE  CHARGING.  II  MUSI  HAVE  THE  APFRCVINC  AUTHORITIES  SIGNATURES. 


Figure  7.19  Time  Card:  Overtime 
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EXAMPLE  OF  NICK?  DIFFERENTIAL:  TIMECARD  CODES  S  AND  T 

-  A  GRADED  EMPLOYEE  IS  ENTITLED  TO  NIGHT  SHIFT  DIFFERENTIAL  PAY  FOR 
NICHT  WORK  AT  HIS/HER  RATE  OF  BASIC  PAY  PLUS  PREMIUM  PAY  FOR  THAT  PART 
OF  THE  WORKDAY  WHICH  IS  REGULARLY  SCHEDULED  WORK  BETWEEN  THE  HOURS  OF 
1800  AND  0600. 

-  NICHT  PAY  DIFFERENTIAL  WILL  BE  PAID  TO  A  WACE  EMPLOYEE  FOR  ALL 
REGULARLY  SCHEDULED  WORK  THAT  A  MAJORITY  OF  HOURS  OCCUR  BETWEEN  1500  *nd 
2400  or  2300  «nd  0800. 


Figure  7.23  Time  Cards:  Night  Differential 
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lb  by  management  and  your  payroll  office  to  approve  and  record  your  use  of  leave  AdditionaJ  disclosures  of  the 
information  may  be  To  the  Department  of  Labor  when  processing  a  claim,  for  compensation  regarding  a  job 
connected  injury  or  iliness.  to  a  State  unemployment  compensation  ofTice  regarding  a  claim,  to  Federal  Life 
Insurance  or  Health  Benefits  camera  regarding  a  claim,  to  a  Federal.  State,  or  local  law  enforcement  agency  when 
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Figure  7.29  SF  71:  Application  for  Leave  (Front) 
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Figure  7.30  SF  71:  Application  for  Leave  (Reverse) 
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Figure  7.32  Certification  of  Employment  of  Civilian  Faculty 
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Figure  7.35  SF  52:  Request  for  Personnel  Action  (Reverse) 
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Introduction. 

This  section  describes  the  procedures  and  documents  used  by  NPS  to  account  for 
civilian  training.  The  documents  include: 

(1)  DD  Form  1556  Request,  Authorization,  Agreement,  Certification  of 
Training  and  Reimbursement 

(2)  NAVSO  12410/63  Continuation  Sheet  for  DD  Form  1556 

(3)  Tentative  Approval  for  Training  Requests 

(4)  Memorandum  -  Waiver  for  Temporary  and  Intermittent  Employees 
for  Training  in  Non-Government  Facilities 

(5)  Sole  Source  Justification 

(6)  Documentation  of  Cost  -  Comparison  for  Training  Sources  (Non- 
Government  Sources) 

(7)  Memorandum  -  Further  Information  Requested  on  DD  Form  1556  for 

(fill  in  name) 

(8)  Memorandum  -  Approval/Payment/Evaluation  of  Civilian  Employee 
Training 

(9)  Memorandum  -  Certification  of  Receipt  of  Training 

(10)  Requests  for  Advance  Registration  Fees 

References. 

(1)  NAVPGSC  OLINST  12410.1E 

Training  and  Development  of  Civilian  Empiric  s. 


Document  Description. 

DD  Form  1556  Request,  Authorization,  Agreement,  Certification  of  Training  and 
Reimbursement. 

(Figure  8.1) 

A  DD  Form  1556  "Request,  Authorization,  Agreement,  Certification  of  Training  and 
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Reimbursement"  is  required  whenever  an  appropriated  fund  civilian  employee  plans  to 
attend  training  on  government  time  or  at  government  expense. 

NAVSO  12410/63  Continuation  Sheet  for  DD  Form  1556. 

(Figure  8.2) 

The  NAVSO  12410/63  is  used  when  more  than  one  employee  in  a  department  is 
being  nominated  to  attend  the  same  course.  The  form  is  available  from  the  Civilian 
Personnel  Office  (CPO)  Training  Officer.  Only  items  1,  2,  16b  and  18a  need  to  be  filled 
in. 


Military  attendees  and  other  personnel  who  are  not  handled  by  the  NPS  CPO;  i.e., 
ROICC,  Navy  Exchange,  and  contract  employees,  should  be  shown  on  a  separate 
Continuation  Sheet.  The  NPS  CPO  handles  employees  from  NPS,  FNOC,  NEPRF, 
DRMEC,  PERSEREC  and  NOCD. 

Tentative  Approval  For  Training  Requests. 

(Figure  8.3) 

This  form  is  used  when  a  training  source  requires  commitment  on  short  notice  or 
prior  to  routing  the  DD  Form  1556  through  the  CPO.  Contact  the  CPO  Training  Director 
to  obtain  tentative  approval  and  have  the  information  required  on  this  form  available 
when  you  call. 

Memorandum  -  Waiver  For  Temporary  and  Intermittent  Employees  for  Training 
in  Non-Government  Facilities. 

(Figure  8.4) 

This  form  is  used  when  the  training  source  is  a  non-government  agency,  and  the 
training  is  to  be  provided  for  a  temporary,  part-time,  or  intermittent  employee. 

Sole  Source  Justification. 

(Figure  8.5) 

This  form  must  be  submitted  when  a  non-government  training  source  is  the  only 
source  known  to  exist  which  can  provide  the  training;  and  where  the  combination  of  direct 
and  indirect  department  costs  exceed  $2000  per  training  occurrence. 

Documentation  of  Cost  •  Comparison  for  Training  Sources  (Non-G  o  vernment 
Sources). 

(Figure  8.6) 

This  form  must  be  submitted  when  a  non-government  training  source  is  one  of 
several  sources  which  can  provide  the  training;  and  where  the  combination  of  direct  and 
indirect  department  costs  exceed  $2000  per  training  occurrence. 

Memorandum  -  Further  Information  Requested  on  DD  FORM  1556  For... 

(Figure  8.7) 

This  memorandum  is  used  when  more  information  or  corrections  to  the  DD  Form 
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1556  are  needed.  The  original  DD  Form  1556  will  be  returned  to  the  originating 
department  with  this  memorandum  attached. 

Memorandum  -  Approval/Payment/Evaluation  of  Civilian  Employee  Training. 

(Figure  8.8) 

This  memorandum  is  used  to  indicate  approval  of  the  DD  Form  1556  training 
request,  and  to  provide  guidance  regarding  course  scheduling  and  payment.  The  form  will 
be  attached  to  the  original  DD  Form  1556  and  returned  to  the  department  originating  the 
request. 

Memorandum  -  Certification  of  Receipt  of  Training. 

(Figure  8.9) 

The  Certification  of  Receipt  of  Training  is  used  when  a  course  is  to  be  paid  by  the 
billing/invoice  method.  After  the  invoice  for  training  services  has  been  received  by  the 
department,  this  document  must  be  completed  and  returned  to  the  Comptroller  (Code  002) 
along  with  the  invoice.  A  copy  of  the  form  must  also  be  sent  to  the  Training  Director 
(Code  00411). 

Requests  for  Advance  Registration  Fees  for  Training  Less  Than  10  Hours 
Duration. 

(Figure  8.10,  8.11,  &  8.12) 

Requests  for  advance  registration  fees  for  classes  which  provide  less  than  10  hours 
training  may  be  submitted  as  outlined  in  Figure  8.10.  Examples  of  the  required 
documents  (SF-1164  and  NAVCOMPT  Form  2277)  are  provided  in  Figures  8.11  and  8.12. 


General  Information. 

The  following  summary  outlines  the  responsibilities  associated  with  scheduling  and 
paying  for  civilian  training  courses,  and  provides  guidance  in  the  preparation  and  routing 
of  training  documents.  Additional  information  may  be  found  in  NAVPGSCOL  Instruction 
12410. IE. 

Requesting  Department. 

1.  A  DD  Form  1556  "Request,  Authorization,  Agreement,  Certification  of  Training  and 
Reimbursement"  is  required  whenever  an  appropriated  fund  civilian  employee  plans  to 
attend  training  on  government  time  or  at  government  expense. 

2.  The  employee’s  department  should  complete  (type)  the  10-part  carbon 

DD  Form  1556.  A  marked  copy  of  a  DD  Form  1556  is  shown  in  Figure  8.1.  The 
requesting  department  need  not  fill  in  the  items  which  have  been  marked  out. 

3.  If  more  than  one  employee  in  a  department  is  nominated  for  the  same  course,  use 
NAVSO  Form  12410/63,  "Continuation  Sheet;  Request  Authorization,  Agreement,  Certification 
and  Reimbursement,  DD  1556"  (Figure  8  2).  The  form  is  available  from  the  Civilian 
Personnel  Office  (CPO)  Training  Officer.  Only  items  1,  2,  16b  and  18a  need  to  be  filled  in. 
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Military  attendees  and  other  personnel  who  are  not  handled  by  the  NPS  CPO,  i.e., 
ROICC,  Navy  Exchange,  and  contract  employees,  should  be  shown  on  a  separate 
Continuation  Sheet.  The  NPS  CPO  is  responsible  for  personnel  employed  by  NPS,  FNOC, 
NEPRF,  DRMEC,  PERSEREC  and  NOCD. 

4.  The  DD  Form  1556  should  be  received  by  the  Training  Director  no  later  than  5 
working  days  prior  to  the  scheduled  training;  or  ten  working  days  if  travel  orders  (DD 
1610)  are  attached.  If  the  training  source  requires  a  commitment  on  short  notice,  or 
before  the  DD  Form  1556  can  be  routed  through  the  CPO,  contact  the  CPO  Training 
Director  to  obtain  tentative  approval.  You  should  have  the  information  on  the  "Tentative 
Approval  for  Training  Requests"  (Figure  8.3)  available  when  you  call. 

5.  Ensure  training  events  receive  prior  approval  through  the  chain  of  command  and 
the  CPO  Training  Director.  Making  a  commitment  to  the  party  providing  the  training, 
prior  of  receiving  official  approval,  may  be  designated  as  an  "unauthorized  obligation"  and 
may  not  be  paid  with  government  funds. 

6.  When  the  training  is  being  held  on-site  by  the  NPS  CPO,  or  the  employee  is  taking 
an  academic  course  at  NPS,  a  DD  Form  1556  is  not  required. 

7.  If  a  training  course  is  not  sponsored  by  the  NPS  CPO  or  announced  in  the  CPO 
Training  Bulletin,  the  requesting  department  must  provide  a  brochure  or  memo  describing 
the  course.  This  requirement  does  not  apply  to  NPS  academic  courses. 

8.  If  a  course  exceeds  80  hours  in  length  and  is  provided  by  a  non-government  source, 
the  trainee  must  read,  understand,  date  and  sign  Items  38  and  39  of  Section  E  (Trainee 
Agreement/Certification);  located  on  the  reverse  side  of  Copy  1  -  DD  Form  1556  . 

9.  If  the  training  source  is  a  non-government  agency  and  training  is  to  be  provided  for 
a  temporary,  part-time,  or  intermittent  employee,  attach  a  completed  copy  of  the 
memorandum,  "Waiver  for  Temporary  and  Intermittent  Employees  for  Training  in  Non- 
Govemment  Facilities"  (Figure  8.4). 

10.  When  a  non-government  training  source  is  used  and  the  combination  of  direct 
(tuition)  and  indirect  (per  diem,  travel,  etc.)  department  costs  exceed  $2000  per  training 
occurrence  (not  per  individual  employee),  the  following  procedures  apply: 

A.  If  only  one  source  is  known  to  exist  which  can  provide  this 

training,  complete  the  "Memorandum  for  Sole  Source  Justification"  (Figure  8.5)  and 
attach  it  to  the  DD  Form  1556. 

B.  If  several  sources  are  known,  complete  the  "Documentation  of  Cost  - 
Comparison  for  Training  Sources  (Non-Government)"  (Figure  8.6)  and  attach  it  to 
the  DD  Form  1556. 

11.  Departments  must  forward  all  copies  of  the  DD  Form  1556  and  any  other 
attachments,  i.e.,  DD  1610s  (Travel  Orders),  NAVCOMPT  2277s  (Disbursement/Collection 
Voucher),  to  the  CPO  Training  Director  (Code  00411).  If  research  funds  are  involved, 
ensure  the  documents  are  routed  through  Research  Administration  (Code  012)  for 
approval. 
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12.  Notify  the  CPO  Training  Director  when  employees  are  unable  to  attend  scheduled 
courses,  when  dates  of  attendance  have  changed,  or  if  the  course  is  canceled. 

13.  If  the  course  is  disapproved,  or  if  more  information  or  corrections  to  the  DD  Form 

1556  are  needed,  the  original  DD  form  1556  will  be  returned  to  the  originating 
department  with  a  cover  memorandum  entitled,  "Further  Information  Requested  on  DD 
Form  For _ "  (refer  to  Figure  8.7). 

14.  Following  approval  of  the  DD  Form  1556,  the  CPO  Training  Director  will  forward 
Copy  9  (Evaluation  of  Training)  of  DD  Form  1556,  along  with  a  cover  memo,  to  the 
originating  department.  The  cover  memo,  "Approval/  Payment/  Evaluation  of  Civilian 
Employee  Training”  (Figure  8.8),  outlines  the  departments  responsibilities  regarding  course 
scheduling  and  vendor  payment. 

If  the  course  is  to  be  paid  by  the  billing/invoice  method,  the  following  procedures 

apply: 

A.  A  copy  of  the  DD  Form  1556  and  a  memorandum  entitled  "Certification  of 
Receipt  of  Training"  (Figure  8.9)  will  be  returned  to  the  department  for  use  when 
the  vendor’s  invoice  is  actually  received. 

B.  The  completed  "Certification  of  Receipt  of  Training"  memo  is  to  be  returned  to 
the  Comptroller  Department  (Code  002)  along  with  the  invoice. 

C.  The  department  supervisor  must  ensure  that  the  employee  completes  the  front 
and  back  of  DD  Form  1556  -  Copy  9.  The  supervisor  must  also  complete  the 
appropriate  portions  on  the  back  of  the  DD  Form  1556  and  return  it  to  the  CPO 
Training  Director  (Code  00411)  within  ten  working  days  of  course  completion.  A 
copy  of  the  completed,  "Certification  of  Receipt  of  Training"  form  should  also  be 
forwarded  to  Code  00411. 

Civilian  Personnel  Office  Training  Director. 

1.  The  Training  Director  is  responsible  for  reviewing  all  civilian  training  requests, 
determining  if  regulatory  requirements  are  met,  and  approving  or  disapproving  attendance 
at  the  proposed  training. 

2.  When  approved  training  requires  an  expenditure  of  government  funds,  the  Training 
Director  will  forward  Copy  6  (green  copy)  of  the  DD  Form  1556,  along  with  the  DD  Form 
1610  (Travel  Order)  if  applicable,  to  the  Comptroller  Department  for  processing. 

3.  The  Evaluation  section  of  the  DD  Form  1556,  Copy  9  (white),  is  returned  to  the 
requesting  department  to  inform  them  of  the  Training  Director’s  approval  or  disapproval. 

If  the  course  will  be  paid  via  billing  procedures,  the  Training  Director  will  forward  the 
following  documents  to  the  requesting  department,  along  with  Copy  9  of  DD  Form  1556: 

(a)  A  cover  memo  entitled,  "Approval/Payment/Evaluation  of  Civilian  Employee 
Training"  (Figure  8.8). 
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(b)  A  photo-copy  of  the  original  DD  Form  1556. 

(c)  A  "Certification  of  Receipt  of  Training"  memo  (Figure  8.9). 

4.  If  applicable,  Copies  3,4,  and  5  (yellow)  of  DD  Form  1556  will  be  forwarded  to  the 
recommended  training  source  to  nominate/schedule  employee  attendance. 

Comptroller  Department. 

1.  The  Comptroller  Department  must  obtain  an  approved  DD  Form  1556  -  Copy  6, 
before  obligating  funds  for  the  training  of  appropriated  fund  civilian  employees. 

2.  The  Comptroller  Department  will  forward  the  approved  DD  Form  1610  (Travel 
Order)  to  PSD  if  travel  advances  and  transportation  arrangements  need  to  be  made. 


Document  Preparation. 

This  section  provides  detailed  procedures  for  completing  DD  Form  1556,  "Request, 
Authorization,  Agreement,  Certification  of  Training  and  Reimbursement",  as  well  as 
examples  of  the  forms  previously  discussed  in  this  Chapter.  The  sample  documents 
include: 


DD  Form  1556  Request,  Authorization,  Agreement,  Certification  of  Training 
and  Reimbursement 

(Figure  8.1) 

NAVSO  12410/63  Continuation  Sheet  for  DD  Form  1556 

(Figure  8.2) 

Tentative  Approval  For  Training  Requests 

(Figure  8.3) 

Memorandum  -  Waiver  For  Temporary  and  Intermittent  Employees  for 
Training  in  Non-Government  Facilities 

(Figure  8.4) 

Sole  Source  Justification 
(Figure  8.5) 

Documentation  of  Cost  -  Comparison  for  Training  Sources 
(Non-Government  Sources) 

(Figure  8.6) 

Memorandum  •  Further  Information  Requested  on  DD  FORM  1556  For... 

(Figure  8.7) 

Memorandum  -  Approval/Payment/Evaluation  of  Civilian  Employee  Training 
(Figure  8.8) 
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Memorandum  -  Certification  of  Receipt  of  Training 
(Figure  8.9) 

Requests  for  Advance  Registration  Fees  for  Training  Less  Than  10  Hours 
Duration 

(Figure  8.10,  8.11,  &  8.12) 
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DD  FORM  1556 

REQUEST,  AUTHORIZATION,  AGREEMENT, 
CERTIFICATION  OF  TRAINING 
AND  REIMBURSEMENT 


Areas  marked  out  on  the  sample  DD  Form  1556  (Figures  8.1  and  8.2)  need 
not  be  completed  by  the  cost  center.  Leave  Blank  Any  Item  Not  Covered  In  This  Guide. 


Item  Number/Letter  Title 

B:  Standard  Document  Number: 

Self  Explanatory 


SECTION  A  -  EMPLOYEE  INFORMATION: 


1. 

2. 

3. 

7. 

8. 

10. 


11. 

12. 

16. 


Applicant’s  Name. 

1st  Five  Letters  of  Last  Name. 

Social  Security  Number. 

Office  Telephone. 

Official  Title:  The  title  on  employee’s  position  description. 

Pay  Plan/Series/Grade/Step: 

Pay  Plan:  GS  or  WG  or  AD  (faculty).  Occupational 
Series:  4  digits. 

Grade:  2  digits. 

Step:  2  digits. 

Organization  Name:  Department  Name  and  Code. 
Organizational  Mailing  Address:  Entire  3-line  address. 
Handicapped  or  Disabled? 


SECTION  B  -  TRAINING  COURSE  DATA: 


17. 


Course  Title:  Spell  out  the  complete  course  title. 
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18.  Training  Objectives:  Brief  explanation  of  how  the  course 

will  improve  the  ability  of  the  employee  to  perform  the 
duties  of  the  current  position  or  the  relationship  of  the 
course  to  the  employee’s  formal  training  plan. 

19. a.  Name  of  Training  Source:  Provide  the  title  of  the 

organization  producing  the  course. 

19.b.  Name/Mailing  Address  of  Source:  Complete  name,  address, 

and  zip  code  of  the  training  source.  (NOTE:  This  may 
be  a  different  address  than  the  address  of  ^source*  in 
19.a.). 

19. C.  Location  of  Training  Site:  Enter  the  location  only  if 

different  from  the  mailing  address  in  number  19b.  If  it 
is  a  correspondence  course,  type  "Correspondence 
Course.” 

20. a.  Purpose:  Enter  the  code  that  best  describes  the  purpose 

of  the  training. 

1:  Mission  or  Program  Change. 

2:  Adjust  to  New  Technology. 

3:  New  Work  Assignment. 

4:  Improve  Present  Performance. 

5:  Meet  Future  Staffing  Needs  (for  a  specific, 

established,  and  FORMAL  training  program 
or  agreement). 

6:  Develop  Unavailable  Skills. 

20.h.  Priority  (Enter  ONE  code): 

1:  Essential:  Required  by  law  or  regulation  or  to 
prevent  an  adverse  effect  on  the  mission. 

2:  Needed:  Necessary  to  replace  losses  through 
attrition. 

3:  Helpful:  For  an  employee  currently  performing  at 
an  acceptable  level  in  this  area,  but  who  would 
benefit  from  further  training. 

20.i.  Reason  for  Selection  of  Source:  Pick  one  code  to  show  the 

reason  why  the  source  was  selected. 

1:  Quality  of  Training. 

2:  Most  Cost  Effective. 

3:  Unique  Capability  of  Source. 

4:  Location. 

5:  Not  available  in  Government. 
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6: 

7: 


Incidental  to  procurement  of  equipment. 
Timeliness. 


2\.aJhJc. 

22. b. 

23 . a. &  b. 

SECTION  C 

24. 

25  .a. 


Course  Hours:  Do  not  include  travel  time;  enter  4  digits, 
if  none,  enter  0000.  (e.g.  one  day  course  is  0008). 

Catalog/Course  Number:  Leave  blank  if  not  available. 

Training  Period  Start/Complete:  USE  NUMBERS  ONLY 
to  show  YYMMDD.  Do  not  include  travel  time.  Leave 
blank  for  correspondence  courses. 


-  COST  INFORMATION: 


If  there  are  neither  DIRECT  (tuition)  nor  INDIRECT 
(travel  or  per  diem)  costs,  mark  an  "X"  and  skip  to 
Section  D:  Number  32. 

Tuition  Cost:  Tuition  charge  or  the  registration  fee. 

NOTE:  If  the  course  has  DIRECT  COSTS  (tuition), 
several  methods  may  be  used  to  arrange  for 
payment: 

(A)  ADVANCE  ON  DD  FORM  1610:  If  the 
employee  is  traveling  out  of  the  Monterey  area  on 
travel  orders  and  the  course  must  be  paid  in 
advance,  obligate  the  funds  on  a  DD  Form  1610 
(Travel  Order).  Enter  the  estimated  cost  under 
"Other”  in  Block  #14  of  the  DD  Form  1610  and 
request  an  advance  of  tuition  fees  in  Block  #16. 

The  attendee  may  collect  the  advance  fee  earlier 
than  the  three  days  before  travel  normally  required 
by  PSD.  If  the  training  source  has  a  deadline  for 
fees  and  requires  that  they  be  paid  prior  to  the 
course,  note  that  date  as  a  NLT  date  for  payment 
of  the  advance  in  Block  #16  of  the  DD  Form  1610. 
(NOTE:  PSD  requires  at  least  5  working  days  to 
process  an  advance.) 

A  DD  Form  1556  must  still  be  submitted,  however, 
a  note  should  be  made  under  Item  #27  that, 

"Direct  costs  for  the  course  will  be  obligated  and 
paid  as  advance  on  DD  1610". 


(B)  ADVANCE  ON  NAVCOMPT  FORM  2277:  If 
an  employee  needs  an  advance  to  attend  a  course 
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being  given  in  the  local  area,  complete  a 
NAVCOMPT  2277  and  attach  it  to  the  DD  Form 
1556.  The  original  NAVCOMPT  2277  is  sent  to 
the  Comptroller  Department  for  processing.  In 
Item  #27  of  the  DD  Form  1556  enter,  "Direct  costs 
to  be  paid  as  an  advance  on  NAVCOMPT  Form 
2277". 

(C)  EMPLOYEE  PAYS  AND  IS  REIMBURSED: 

If  an  employee  wants  to  pay  the  fee  out  of  personal 
funds  and  claim  reimbursement  within  five  days 
following  completion  of  the  course,  submit  the  DD 
Form  1556,  but  note  in  Item  #27  that,  "Employee 
will  pay  fee  and  claim  for  reimbursement  on  SF 
1164".  In  this  case,  funds  are  obligated  and 
submitted  for  payment  at  the  same  time  on  the  SF 
1164.  A  separate  SF  1164  and  DD  Form  1556 
must  be  completed  for  EACH  person  using  this 
method;  the  DD  Form  1556  Continuation  Sheet 
(NAVSO  12410/63)  may  not  be  used. 

(D)  INVOICE:  If  the  course  will  be  paid  by 
invoice,  obligate  the  funds  on  a  DD  1556  and 
forward  the  document  to  the  Training  Director 
(Code  00411).  Once  the  course  is  approved,  the 
Training  Director  will  forward  the  following 
documents  to  the  originating  department: 

*  A  photocopy  of  the  original  DD  Form  1556 

*  Copy  9  of  DD  Form  1556 

*  "Certification  of  Receipt  of  Training"  memo. 

*  "Approval/Payment/Evaluation  of  Civilian 
Employee  Training"  memo. 

When  the  invoice  arrives,  attach  the  photocopy  of 
the  DD  Form  1556  and  the  "Certification  of  Receipt 
of  Training"  and  forward  them  to  the  Comptroller 
(Code  002)  for  payment.  Also  forward  a  copy  of  the 
Certification  Memo  to  Code  00411.  Use  this 
method  for  attendance  at  all  Government  training. 

25.b.  Books,  Material,  Other  Costs:  Books  and  materials,  or 

other  incidental  costs  directly  associated  with  the  class  or 
course. 

25.c.  Total  Direct  Costs:  Estimated  direct  costs;  totals  of  items 

25  a  and  b.  If  no  cost,  leave  blank. 


167 


Part  II  Document  Preparation 


26.  NOTE:  Any  INDIRECT  costs  (travel,  per  diem,  taxis, 

rental  car,  accommodations,  etc.)  will  be 
obligated/advanced  on  a  DD  Form  1610  (Travel  Order) 
and  settled  on  a  DD  1351-2  within  five  working  days  of 
completing  travel.  NOTE:  PSD  requires  at  least  5 
working  days  to  process  a  Travel  Advance. 

26.a.  Travel  Cost:  Enter  only  cost  of  Government  Travel 

Request  (GTR)  here.  If  another  means  of  transportation 
is  used  or  the  employee  uses  a  POV  (privately  owned 
vehicle),  include  the  estimated  travel  costs  in  Item  #26b 
with  the  per  diem  costs. 

26.b.  Per  Diem/Other  Costs:  Enter  the  total  of  all  indirect 

costs  except  GTR  (see  Item  #26a),  e.g.,  per  diem,  POV 
travel,  taxis,  rental  car,  etc. 

26. C.  Total  of  Indirect  Costs:  Total  of  Items  #26a  and  #26b. 

27.  Accounting  Data:  If  the  direct  costs  are  obligated  as  an 

advance  payment  on  a  DD  Form  1610,  type  "Tuition  will 
be  paid  as  an  Advance  on  DD  Form  1610". 

If  direct  costs  are  obligated  and  paid  on  SF  1164, 
type  "Tuition  will  be  paid  by  employee  from 
personal  funds  and  claimed  for  reimbursement  on 
SF  1164". 

If  direct  costs  are  paid  as  an  advance  on 
NAVCOMPT  Form  2277,  type  "Direct  costs  will  be 
paid  as  an  advance  on  NAVCOMPT  2277". 

If  costs  are  obligated  on  DD  Form  1556  and  paid 
by  invoice,  fill  in  this  item  using  the  appropriate 
accounting  data. 

30.  Total  of  Direct  and  Indirect  Costs:  Actual  or  estimated 

toted  of  all  costs  of  training. 

31.  Job  Order  Number:  Complete  regardless  of  the  method  of 

payment. 


SECTION  D  -  APPROVAL/CONCURRENCE/CERTIFICATION: 


32.  Signature  of  Supervisor:  Signature  of  nominee’s  immediate 

supervisor  indicates  approval  for  attendance  and 
CERTIFICATION  that  requested  training  is  JOB- 
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RELATED.  Type  the  name,  title,  phone  number,  date  and 
provide  the  signature  of  the  supervisor. 

Training  Officer:  Please  type  in: 

a:  Clark,  Elizabeth  H. 

b:  AVN  878-3052/(408)6464-3052 

c:  Training  Director 

Authorizing  Official:  To  be  signed  by  a  Department  Head, 
which  is  defined  as  an  official  who  reports  directly  to  the 
Superintendent,  Provost,  or  a  Payroll  Manager.  Enter 
(type)  the  name,  title,  phone  number,  date,  and  provide 
the  signature  of  the  official. 

Billing  Instructions:  FNOC  and  NEPRF  use 
organizational  address;  NPS  departments  use  own  code. 
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Figure  8.1  DD  Form  1556:  Request,  Authorization,  Agreement,  Certification  of  Training 
and  Reimbursement 
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Figure  8.2  NAVSO  12410/63  Continuation  Sheet,  Request,  Authorization,  Agreement, 
Certification  of  Training  and  Reimbursement,  DD  Form  1556 
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TENTATIVE  APPROVE  FOR  TRAINING  REQUESTS 


GRADE  ANT  SERIES: 


DEPAROMCT  -'CODE : 


STATES : 


?T  INTERM!  TT7C  T 


NAME  'THOM:  OF  CALLER: 


of  coups? 


'DUTSE  OF  CFATNING: 


NON -ADVERT-EFT 


T  COSTS :  $ 


2D  1 556 


DD  16 1C  AD'." 


SF  1164 


location  of  course: 


ADOPCC?  OF  SXTCE: 


IF  NO: 


CO  ALREADY  EEOO:  MACE  ' TTH  SOURCE? 

:  REEL'D  RE  UNAUCTi OFO ZED  OBLIGATION 
OKed  TO  MAKE  RES  EFT""  I X  IS? 


ARE  RESEARCH  FUNDS  BEING  USED? 

II  'FES :  REMIND  TO  PROCESS  THRU  CODE  012  BEFORE  HERE 

IF  TRAVEL  ORDERS  ARE  USED,  SEND  WITH  DD  1556 

GET  DO  1556/DD  1610  TO  fTE  AT  IZAST  7  WORKING  DAYS  PRIOR  TO  OOURSE  (TIME  FOR  ME  AND  PSD) 
SENT  COPY  OF  COURSE  BROCHURE  WITH  DD  1556  OR  MEMO  STATING  COURSE  CONTENT 


Figure  8.3  Tentative  Approval  for  Training  Requests 
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DEPARTMENT  OF  THE  NAVY 
MEMORANDUM 


DATE: 

FROM: 

TO:  Training  Officer,  Civilian  Personnel  Office 


SUB J :  WAIVER  FOR  TEMPORARY  AND  INTERMITTENT  EMPLOYEES  FOR 
TRAINING  IN  NON-GOVERNMENT  FACILITIES 

1.  The  below-listed  employee(s)  meet(s)  the  criteria  for 
training  through  a  Non-Government  training  source  since  the 
critical  skill  to  be  learned  through  this  training  can  only  be 
obtained  through  training  in  a  Non-Go v ernment  facility;  this 
skill  will  be  fully  used  after  this  training  is  completed;  and 
on-the-job  training  is  not  appropriate  for  this  skill  or  no-one 
is  available  to  provide  on-the-job  training  to  employee(s). 

NAME ( S )  OF  EMPLOYEE (S) 


Source 


Address  of  Source 


Date(s)  of  Training 


Figure  8.4  Waiver  for  Temporary  and  Intermittent  Employees  for  Training  in  Non 
Government  Facilities 


3 


Part  II  Document  Preparation 


OCAAATMCNT  Of  TXI  NAVY 


OANAV  6216/144 A  lA«r.  Mil 
»/H  0107  tf  062  2120 


Memorandum 


to  Training  Director,  Civilian  Personnel  Office 


SOLD  SOURCE  JUSTIFICATION 

1.  To  the  best  of  my  knowledge,  this  source  either  manufactures 
the  equipment  or  product  the  employee  will  be  trained  in  the  use 
of  or  is  the  only  provider  of  this  training  I  am  aware  of.  I  have 
made  an  honest  effort  to  locate  other  sources  for  this  training, 
but  have  not  found  any  appropriate  other  sources. 

Employee  Attending: 

Name  of  Course:  _ 

Dates  of  Course:  _ 

Source  of  Training: 


Actress  or  Source: 


leaser,  for  Attendance  at  Training: 


Figure  8.5  Sole  Source  Justification 


(Name,  Title,  Date  and 
Signature  of  Supervisor 
Selecting  Training) 
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Figure  8.8  Comparison  of  Cost  -  Comparison  for  Training  Sources  (Non 
Government  Sources) 
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k 


OPNAV  521C/144A  <*•*.  MU 

S  N  01 07-tf -062-2320 


0€fA*Tl*6WT  Of  THC  NAVY 

Memorandum 


o  *n. 

from  Training  Director,  Civilian  Personnel  Office 

TO 

SUSJ  FURTHER  INFORMATICS  REQUESTED  OS  DD  FORM  1556  FOR  _ 

Ref:  (a)  CPI  410 

(b>  N  A  V?  0  S  C  0 1. 1 N  S  T  10410  .  ID 

End:  (1)  DD  Fora  1556  or.  _ 

1.  The  following  inf oraat ion/clar if icat ion  is  requested  in  order  to  process 
enclosure  (!',  : 

_  Name  and  full  address  of  training  source  Cider  15a} 

_  location  of  training  (idea  15b) 

_  Full  title  of  course  (itea  16b; 

_  Dates  of  course  (ideas  ISa  and  bj 

_  Course  description  (aeao  cr  brochure  fora] 

_  Course  hours  (iters  13a,  b,  and  c) 

_  Purpose  of  training  (itea  20,  part  1,  a) 

_  Priority  of  training  (itea  20,  part  1,  e) 

_  Total  direct  costs  of  training  (item  2!al 

_  Tuition  cost  per  person  (.item  21b) 

_  Funding  authorization  (accounting  line)  (item  22e) 

_  Indirect  costs  information  (items  25a-dl 

_  Supervisor’s  certification  (name,  signature,  and  date!  (item  26). 

_  Authorizing  official’s  certification  (name,  signature,  date,  and  approval) 

(item  29) 

_  Sole  source  justification  or  cost  comparison  (since  source  is  non-govemm-nt 

and  total  direct  and  indirect  combined  costs  are  over  $500.) 

_  Other  _  _ 


Figure  8.7  Memorandum  -  Further  Information  Requested  on  DD  Form  1556... 
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Chapter  8  Training  Documents 


"raining  Director,  Civilian  Personnel  Office 


A  P  P  ?.C  VA  L/P AYMENT/EVALU AT  I CN  OF  CIVILIAN  EMPLOY  ED  TRAIN  INC 

(1)  Certification  of  Receipt  of  Training  Memo 

(2)  Photo-copy  of  DD  tor-.  155C 

(3)  Copy  9  of  DO  Form  1556 


16  t  has  been  approved.  If  the  employee  does  not  attend  the 
training,  the  dates  of  attendance  are  changed,  or  the  training  is 
canceled,  please  notify  me. 

2.  T.oe  be  lew-  checked  paragraphs  apply  regarding  enrollment: 

_  Please  contact  the  scarce  via  tne  phone  to  formally 

ec.ro. 1  tne  employee.  Enrollment  copies  of  the  DC  Form,  1556  have 
been,  sent  tc  the  source  for  con firmaticn/enroll. rent,  but  m.ay  net 
be  processed  in  time  to  ensure  tne  e-plcyee  space  in  the  course. 

The  training  source  will  send  the  employee  a 
ccnf  i  r  rat:  or.  letter  detailing  time  and  location  of  the  course. 

3.  Tne  below- checked  paragraph  applies  regarding  pay-ent: 


A  copy  of  the 


.556  r,  as  test  for  w  arced  tc 


222  to  obligate  the  direct  cost  of  this  training.  The  source 
will  bill  the  employee's  department  directly  f c r  this  course, 
"..'hen  the  invoice  is  received,  complete  enclosure  (1),  attach  the 
invoice  and  enclosure  (25  ,  and  forward  them  directly  to  Cede 
222.  Also  forward  a  cepv  of  enclosure  (1)  tc  Code  22411. 


_  A  copy  of  the  DC  Fcr~  1556  has  been  forwarded  with  the 

D2  Form  1612  (Travel  Orders)  to  Code  2C2  for  obligation  of  funds 
and  pay-e-t  of  advance  for  course  cost. 

_  Payment  for  this  course  has  already  been  made  by  the 

erg  1 c/o?.  2  nee  tne  employee  has  completed  the  course,  the 

employee  should  complete  a  SF  1164,  attach  enclosure  (2)  and 
for-ard  tne  package  to  Cote  222  for  processing  and  reimbursement 
cf  the  training  cost. 

4.  "..'hen  the  employee  has  co-pleted  the  training,  please  ensure 
that  botn  the  employee  portions  (Eottor  cf  front  and  top  of  back 
of  form)  and  tne  supervisory  portion  (bottom  of  back  of  form)  of 
enclosure  (3)  have  been  completed  and  return  the  form  to  Code 
2  !  4  1 1  witnm  one  month. 

5.  If  you  lave  any  further  questions  regarding  this  matter, 
please  contact  me  at  extension  3P51L/  Thaqk/j'ou/Ta 


Figure  8.8  Approval/Payment/Evaluation  of  Civilian  Employee  Training 


Part  II  Document  Preparation 


MEMORANDUM 
Free  : 

To:  Code  002 

SU3J:  CERTIFICATION  OF  RECEIPT  OF  TRAINING 

1.  The  attached  invoice,  number  _  ,  from 

_ _ _  is  for  the  training 

(Name  cf  Organization  Providing  Training) 

attended,  by  _ ,  Code  _ , 

(Name  of  Employee  Who  Atte1-  ea)  " 

on  _ ,  as  indicated  on  the  attached  photo-copy 

(Dates  cf  Training) 

cf  the  ED  Form  1556. 


2.  As  the  supervisor  cf  the  attendee,  I  certify  that  the 
training  billed  cn  the  attached  invoice  was  received. 


Na~e ,  Signature,  Date,  and 
Title  of  Supervisor 


Figure  8.9  Memorandum  -  Certification  of  Receipt  of  Training 


Chapter  8  Training  Documents 


MEMORANDUM 

From:  Comptroller 

To:  Distribution 

Sub j :  REQUEST  FOR  ADVANCE  REGISTRATION  FEES 

Enel:  (1)  Sample  of  completed  NAVCOMPT  Form  2277  -  Voucher  for 

Disbursement  and/or  Collection 
(2)  Sample  of  completed  SF  1164  -  Claim  for  Reimbursement 
for  Expenditures  on  Official  Business 

1.  Advance  registration  fees  for  local  workshops,  seminars, 
classes,  etc.,  of  less  than  ten  hours  duration  and  involving  only 
registration  and  no  per  diem  are  currently  being  obtained  by 
completing  a  travel  order  form  and  subsequent  travel 
claim/voucher  to  offset  fund  obligation.  Technically, 
requirements  for  advance  registration  fees  of  this  nature  are  not 
travel  related. 

2.  Requests  for  advance  registration  fees  meeting  the 
requirements  outlined  above  will  be  made  as  follows: 

a.  Submit  a  completed  NAVCOMPT  Form  2277,  Voucher  for 
Disbursement  and/or  Collection,  per  end  (1) ,  with  two  copies  of 
Form  DD  1556  (Request,  Authorization,  Agreement,  Certification  of 
Training  and  Reimbursement)  to  Comptroller,  Code  002. 

b.  Pick  up  check  at  PSD  3  days  prior  to  required  date. 

3.  Liquidation  of  the  advance  will  be  accomplished  by  submitting 
a  completed  SF  1164,  Claim  for  Reimbursement,  per  end  (2),  with 
an  original  and  one  copy  of  paid  receipt  and  certification  of 
course  completion  (or  letter  from  Civilian  Personnel  Office)  to 
Comptroller,  Code  002. 

4.  Settlement  of  advance  against  Form  2277  will-  be  monitored  the 
same  as  an  advance  on  a  travel  order. 


H.  L.  CLAY  III 

Distribution : 

NAVPGSCOLINST  5605. 2M  List  1 
(Less  B-12 ,  C-6 ,  F-5,  F-6,  F-9, 

F-1I  thru  F-13) 


Figure  8.10  Memorandum  -  Request  for  Advance  Registration  Fees 
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Figure  8.11  NAVCOMPT  Form  2277:  Advance  Registration  Fees 


Chapter  8  Training  Documents 


—  __  _  --  r^DEWiTMENT  OR  ESTABLISHMENT  BJREAu  OiviS«On  OR  0*fiCE.  2  VOUCHER  NUMBER 

CLAIM  FOR  REIMBURSEMENT  j  Department  of  Heterology  Code  63 

FOR  EXPENDITURES  j  Naval  Post  Graduate  School  3  scmeoulE numbeb 

ON  OFFICIAL  BUSINESS  j  Monterey,  CA  93943-5000  N6227 189RVAB001 

Reac  me  Rr  .ac*  Ac:  Statement  on  the  o acfc  ot  this  form  5.  PAID  BY 

7  nanTT  V  ~  i,i  7  ”7 *”  I  o  social  security  no  T 


5  DICKSON,  JOHN  L  XXX-XX-XXXX 

<  fc  ma  .  n ",  AriQ^tSsC-ic'uoe  ?.<*  Coo«-  ”  ”  _  0  OFFICE  TELEPHONE  NUMBER 

;  Department  of  Heterology  Code  63Di 

d  Naval  Post  Graduate  School 

j  Monterey,  CA  93943-5000  _ X2516  (Ellen)  [ _ 

6  EXPENDITURES  (-•  \re  >n  cot  tgie*ceeds  charge  tor  one  person,  show  m  col  fhjthe  numoer  of  additional  persons  which iccompameo fht 


claimant ) 

S**o*  jpo  op’-*/*  cooe  >/>  eo‘  D 

C  A  -  toca1  uavei 
C  8  -  Telephone  or  telegraph  or 
C  C-C:her  Expenses  <item/l?eOi 


N6227 189RVAB00 1 


■t  *p-4  ~  pimmvi  if  s or;  '  c  so  * 

i  :  •.  cojv  c  ’0 

2JUNEc5  c  REGISTRATION  FEE  FOR  WORDPERFECT  CCL’RSE  AY 

.  CGH?VTERLANP^_M0N7HREY  _ L 

ADVANCE  PAID_0N  DCV  J4000  D 3 S N_ E 8 3_4_S  _DTD  5/30/69. 

p  •  —  -  -  -  -  -  -  j 


AMOUNT  CLAIMED 

mileage  . 

RATE  I 

; 

r 

c 

_ :  mileage 

FARE 

A00 

PEQ 

TIPS  ANO 

1  misce. 

nC  Oc  1 

SONS 

| lanEOuS 

M,k£S 

•  9.  !>• 

- 2i - i 

i  ,* 

!  M 

1135.00 


if  aoo  i’or.a  space  >s  regwrec  con:  n^e  on  me  Pack 
7  AMOUNT  CLAIMED  Tc*  o' cots  ;tUg,  and  In  }  * 


SUBTOTALS  CARRlEO  FORWARO  FROM  THE 
BACH 


$135.00 


6  Tr  s  ca  ~  >s  aporovec  ..eng  a<stance  telephone  cans,  if  snown  are 
cerM  ed  as  necesssrr  n  the  fewest  o'  the  Government  iNcte  ft  tong 
0  stance  calls  are  nciudea  the  approving  othciai  must  have  beer, 
authorized  m  *rit.r,g  oy  the  head  of  the  oeDartment  or  agency  to  so 
certify  t3i  USC  6B0a> ) 

Sign  Original  Only 


kfpaoving^ 

OFFICIAL  m  I 

sign  mere  R.  RENAPD,  CHAIRMAN,  MET.  ! 


9  This  claim  is  ce'Vf-ed  correct  ana  prooer  for  payment 
Sign  Original  Only 


IOT*Li>|  |  I  I  I  I  [135100 

10  I  certify  that  this  claim  is  true  and  correct  to  the  best  of  my  Knowledge 
and  oeiief  ana  that  payment  or  credit  has  not  been  received  by  me 

Sign  Ono*yi  Only 


AUTHORIZED  . 
CERTIFYING  A 
OFFICER  PL 

•  IhM  HCRC  ~  “ 


CLAIMANT 
SIGN  HERE  1 


•  payee  <$ &»}/'•  i 


12  PAYMENT  made 
BY  CHECK  no 


'CASH  FAT  ME  NT  RECEIPT 


t  OATE  RECEIVED 


C  AMOUNT 

< 


1  L  CLAY  III,  COMPTROLLER 


ACCOUNTING  CLASSIFICATION  (REVISED  745) 


1 

APPROPRIATION 

SYMBOL  AND  SUBHEAD 

1  OBJECT 

Class 

AD  1 791804 .1180 

l m 

AC  1 791804.1 18(9  _ 

1 

Bureau  COnt 
ANO  SUB  ALLOT 

no 

AUTM 

ACCTG 

activity 

62271 

00179. 

62271 

00179 

Figure  8.12  SF  1164:  Advance  Registration  Fees 
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CHAPTER  9 


DOCUMENT  PREPARATION  WITH 
REIMBURSABLE  FUNDS 


General  Information. 

There  is  little  difference  in  the  make  up  of  accounting  data  on  documents  for  direct 
and  reimbursable  funds.  The  primary  difference  is  that  all  reimbursable  job  order 
numbers  begin  with  the  letter  "R"  to  distinguish  them  from  direct  funds. 

The  job  order  number  for  a  reimbursable  account  (assigned  by  the  Comptroller)  may 
be  found  on  the  "Granting  of  Funding  Authorization”  (Figure  3.6),  which  is  sent  to  the 
cost  center  when  authorization  to  obligate  reimbursable  funds  is  approved. 

Figure  9.1  through  9.7  provide  representative  samples  of  documents  using 
reimbursable  fund  account  data. 


Figure  9.1  DD  Form  1348  Requisition  (Reimbursable  Funds) 
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Part  II  Document  Preparation 


REQUEST  AND  AUTHORIZATION  FOR  TDY  TRAVEL  OF  DOD  PERSONNEL  I  ’  SJoIe/t 


(Reference  Joint  Travel  Regulation s) 

Travel  Auihorized  as  lnd>caied  in  hems  2  ihrough  21 


24  Oct  1989 


2  name  .'Las:.  First.  Middle  Initial) 

l>i  j.Uun,  l<M.awi  J*  a.\»» 

- 1  ,:U(UEm x  TkmVlI.LiL 

4  OEFiCiAv.  STATION 

Hi.VmI  l'u^LjjLudUuLL  uLitUOA 

i.e'.llerfc/,  CiV  9jyij 

7  TYPE  OF  ORDERS 

8  SECURITY  clearance 

iiil/iVlju.’u. 

l./A 

I'ja  APPRO*  NO  O F  OAYS  OF 

•i  PROCEED  o/A( Date) 

T^Y  (Including  travel  time) 

Three  (uj  da,,  a) 

06  Luv 

r 

•(QUEST  (Ot  OFFICIAL  TIAVCL 


3.  POSITION  TITLE  AND  GRADE  OR  RATING 

Acre.  Engineer  (GS-09) 


5  ORGANIZATIONAL  ELEMENT  S.  PHONE  NO. 

Space  Systems  Academic  Group  2948 


8  PURPOSE  OP  TOY 

To  attend  the  USRA  Winter  Conference  for 
19u9-9D  Academic  Year  in  Long  Beach,  CA. 

MISSION 


MO»£  ADvAHTftflooS  T(£cOvE»AeMrw 


□  AS  D£TE*M.NtD  By  A«*p*»ooe:ATt  TRANSPORT  A -OP, 

officer  /£>,  f'seos  7 rj<.e:  un.  .j 


'3  CPER  D:Em  AUTHOR  ZED  in  ACCORDANCE  W.tm  . 

f  1  OTHER  Rate  of  PER  OlEMri;  r.-.-. 


\  4  ES-  MAT£ 


m  i  r  •  nr  grmeim  n  m  and  per  oiCm  limi-co  to  con 

■"S-'ffVc T  vt  cosT  of  common  carrier  t*ansfo«*ation  a 

REwA-ED  RE R  DIEM  as  OfTERM  NCO  in  JTR  TRAVEL  Time  LiMtTCO 
AS  indicated  in  JTR 


,6  remarks  (b.is  spa.r  /»>*■  j/v.—.  reHmremeti:i  /fj*r  superior  jr  Jst-class  accommodations,  excess  baggage,  registration  fees,  etc) 

A 

Kc.aci  co.  1..  ui.J  uLu.ii.J  TdY  urea  outhur xcad.  Registration  fee  authorized. 

Slislin  COi.l*LtTLi)  Yiw'.VaL  CLAIM  lu  UA.nT’.OLLLU'  S  OFFICE  WITHIN  FIVE  (5)  CALENDAR  DAYS 
niTct\  CO.iyllllu.i  ul  ii.iS  TLAVtc.  VAILuiCl.  TO  DO  SO  KAY  RESULT  IN  DEDUCTION  OF  ALL 
TioLViil.  Ai.VAi.CLU  luXtlVLO  0..  Ii.ci'L  Ut&bkS  1'fi.Oil  YOUR  FAY  AND  DENIAL  OF  FUTURE  ADVANCES 

Fl)K  bull  jL^L^ii  l  l  iUi  V  u. ,  • 


17  REQUESTING  OFP.Cipl 

DANIEL  J.  SaKODA  ' 


:f  AuST.ur  and  signature f  ym 

10DA 


IB.  APPROVING  OFFlClALf7l//r 

RUDOLF  PANHOLZER 


AUTHORIZATION 


APPROPRIATION 

AND 

SUBHEAO 


OBJECT  I  BUREAU  SUB  AUTHORIZATION  TRAVEL  OROCR 

Class  i  control  autm  accounting  tvpc  (Tongo)HO 

NUMBER  ACTIVITY 


IP.miillJ.HULUIIISIIII 

ir,iw«r«nmwi 

■■■rumiiJi'M 


20.  ORDER  AUTHORIZING  OFFICIAL  (Title  and  Signature)  OR  AUTHENTfCATlON 

21.  DATE  ISSUED 

li.  TRAVEL  OROlR  NUMBER 

N622710TO002C9 

Figure  9.2  DD  Form  1610  DOD  Civilian  Personnel  Travel  Orders  (Reimbursable 
Funds) 
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Chapter  9  Document  Preparation 
with  Reimbursable  Funds 


ORDER  FOR  SUPPLIES  OR  SERVICES 


iuPf.T  OMICE* 

«*»*;.  POSTCSiCi.**?  s:*oc. 

XO’ESET.  C*  CJv.J 

Geary  /AOS  i ' ? ' ! 


NAME  AND 
ADDRESS 


na**.  pQv:a»D 
•o.  *  E  of  *  .  C*  ® 


coot  :  000021  ?3  1  I 


T>£  eOOOUAr.  fNC. 

U6*J  -  Sbli  SPIES’ 

A  "  ’  h  #AlPh  E*>SlS 

t£«*E*A,  KS  662!5-S2*6 

Contact:  USA  E.uOOO  (MC>6*?- *2S8 


rom  ApprOvSO 
OMB  NO  0704*0187 
EiOtfSJ  Jul  3i  1989 


*0  Ol.’vl A  •0-«t  §t(o« 

I  sjSmi: 

12/H'89  ‘  E  »<-*. 

_ I  O  lei 

ii  D-iCO.**’  'l«Vi  '  _  "" 

[T 

■  OOSX  0>yi  2C  Nu  03C  _  0*'- 

o  w*>i.  iwvccia  *c 

os:c  l  a  copies  tc  r.»  6 


NAVi  tt  A . On A L  »  l  nanCE  C  E  n  H  8 
CtTSI*.  MAIL  83,  »CO*  200 
ATTN:  CODE  AO 
WASN'Ni'C*.  DC  20371 ■ S*0C 


••PS 

«mes?>.:‘  sx*  •» 

•  » :•  5.  •  e  t  .  : 

i.c  e»  t •  as:::; 

0  jC? 

fit  cE8E*»CE  8Xr  *'*s* 
a«..:»’!C.>5  s 
•  v.;3»i*  ,;S;  'Son  . 

!»»i.  *0’.  •’ 

:  :  e*  «?  v‘. : 

Q‘ 

"N 

Nt2.  «.B  .  . 

aa  i ■*: 

2:  o::;:*:  t  *: 

'T-  0 

-+•  j  ?  r^'*’  i  - 

•  ^ 

•  c  ..........  , 

.  ...  ;«  .-.’^oi'A'issf  »m|»  :n 

l?>  •>'* 

y  t 

1  »•  _ 

■»C  •  0*#-Ct  ■  O'* 1 1  Rt  iCI  i  ' 

DD  Form  11S5,  JUl  87 


P<svk>ua  sCittona  art  obsolete 


CONTRACTOR  MOST  SOBMfT  FOUR  COPIES  OF  INVOICE 


Figure  9.3  DD  Form  1155  -  Order  for  Supplies  or  Services 
(Reimbursable  Funds) 
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Comae  Karen/Pavn 

p-on,  bbi-zt 5j 

pd:  :g  Nov  89 

Dt*  ?c  Karen /Dawn /AJ 


NPS  OPEN  PURCHASE  REQUISITION  FORM 

iDD  fOPM  1348  10  D*  usee  uv  S:i-34'0  Sioc*  PS'o  te-v. 

Sugge*'ea  Sou*ce  p»  n-'t, _ 

NlPne  Hemisphere  Publishing _ _  0,l(.  01  Nov  89 _ 

79  Kadiaon  Avenue,  Suite  #  1110  ArDft  li.r,fi, 

J'.tT  DONNELLY 

_ New  York,  N.Y.  10016  (SAN  207400;  /si _ 

Pr,one  .212,  725-1999 _ An,0un.  $!71.45 

9  3c _ 232 _ _  Nc  404 

I  J0N»  I  EE  1  DC  C  N» 


UIC 

fv 

jON» 

— « — 

N62271 

90 

RGZ91 

I  N62271  |  90  I  RGZ91  j  T  [  6227 190RO022P2 


OPEN  PURCHASE  REQUIREMENTS _ 

1  '**'*'  eac^  *1 _ $79.95  $79.95  Desc-o-  Reference  SooV- 

"Antennas,  Volume  I:  General  Principles" _ 

E.  Roubllne  and  J.C.  Bolomey,  1985 _ 

LC-66-56952  (ISBN)  0-89116-278-X _  _ 


2  eac’r _ J _ $91.50  $91.30  -  Reference  Book 

"Antennas,  Volume  II:  Applications" _ 

S.  Drabovlt cvar.d  C.  Ancona,  1989 _ 

'ISBN'  0-991  In-: "--a 


SUPPLY  DEPARTMENT'COMPTROLLER  USE  ONLY 

ISSJ*  Conl'3 

O»0e'  No 

Buy*'  S-J'"*;-'*  _ _ 

~77Z - 1 

1 

iv  u>.  •  m-  •Mo..r«> 

,  •»•«■»'  >•■1  SA'CIB  »tS|  Afc'.. 

J  i  at  ,  ;  M 

Figure  9.4  NPS  Open  Purchase  Requisition  Form  (Reimbursable 
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VOUCHER  FQR  DISBURSEMENT  AND/OR  COLLECTION  -NAVCOMPT  fORM  2277  <IPT  ■  12  81>  S'N  0104  LF  702  2770  p»f«  ^  0I  Pxjn 

▲ _ A _ -A-  A _ A - -  —A  -  A - A  - A  - ..  ,A  A  _  A  ...  A  _ 

•  Pu-oo**  •  Oa*p  ,  3  Ooe««wn:  So  !<  Bil<  Nwnw  S  Vouc«t  N< 

Z>^K _ COvv-  3  ;■  r,ct  89  >6:271 9/kp0gjRJ _ _  _ I _ 

c  from  ’  ,  7  paid  bv 

Naval  Postgraduate  School  i  Check  no 

Department  of  Mechanical  Engineering,  Code  69  j  1 

Monterey.  CA  9390  I  ; 


Mr.  Stepnen  J.  Kline 
777  Mayfield  Avenue 
Stanford,  CA  9*305 

SSN  P:  553-20-07i2 


■  NvOiCE  0«  DATE  Oc  DE  > 
ORDER  NO  L 1 V £ R v  S6».»CE 


ART1C1.ES.  SERVICES  OR  TIMS 


DESCRIPTION 

'REMITTER.  EXRlAHATIQH^  DETAILS,  E  TC  I 


id  ;e  unit  price  ,e 

OUAN  1 - - - 1 

TiTV  COST  .  PER 


r.-.  •  r^ir*vM:  ,o  present  a  seEinar  on 
Cooperative  Review  and  New  Information j 
frcr  Siir.„lat  ions  or.  the  structure  of  | 
Turbulent  Bour.darv  Layers. 


ANTr’Vf:  .  i.LALE:  ,  Chatrr.an 


day  $; 00.  t\* 


CAB':*!  C  B-SAc  3 


1 1 A  ’ .  ON  T  be  t u  l  0- *  i  J  'iT-  ..  f  C  TiT  V/ 


amp 

.  n,  s  ps. 


_ _ _  a;  ~  assificauqn  -qbe  charge ^  iO'SBL*SEME*ri _  _ _ 

‘  "'’‘“r  C-V.r-  SWK.  |0  ;"TT  '«  f  ccwrcoof  :Lsc.V;?C-:^v, 


•AA  I  70; 60-  I18C  000  62::;  0  j 000179  2D  D00IRJ  6227i0RCKL£  0  '  S200.00 


TO  T  A^.  Nf  ■  A  M  ■ " .  vN  T  TO  BF  PAiD  (fliOC*  9  *  Af/NUS  SlOC*  >7  U 


Figure  9.o  NAVCOMPT  Form  2277  -  Voucher  for 
Disbursement/Collection  (Reimbursable  Funds) 
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PART 

III 

DOCUMENT  PROCESSING 


PART  III 


INTRODUCTION 


The  Chapters  contained  in  Part  III  -  Document  Processing,  outline  the  typical 
document  flow  and  processing  procedures  associated  with  NPS  financial  transactions. 
Narrative  descriptions  and  flow  diagrams  illustrate  the  typical  transaction  cycles  for  the 
three  major  document  categories;  i.e.,  purchase,  travel,  and  labor. 

While  training  documents  represent  a  large  document  category,  the  processing 
procedures  for  training  documents  are  analogous  to  those  used  for  purchase  and  travel 
documents.  For  this  reason,  the  processing  procedures  for  training  documents  have  not 
been  covered  in  a  separate  chapter;  representative  procedures  for  travel  and  purchase 
documents  should  be  substituted,  as  appropriate,  wherever  training  documents  are 
involved. 

Part  III  -  Document  Processing,  is  divided  into  three  chapters: 

Chapter  10  -  Purchase  Document  Processing 
Chapter  11  -  Travel  Document  Processing 
Chapter  12  -  Labor  Document  Processing 

The  following  symbols  are  used  on  the  document  flow  charts  contained  in  Part 
III  -  Chapters  10,  11  and  12: 
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CHAPTER  10 


PURCHASE  DOCUMENT  PROCESSING 


Introduction. 

Chapter  10  outlines  the  responsibilities  of  the  various  departments  and  individuals 
involved  in  processing  purchase  type  documents.  The  information  is  presented  in 
sequential  order;  from  origination  of  the  purchase  document,  through  the  receipt  of  goods 
and  invoice  payment. 

Figure  10.1  depicts  the  flow  of  information  for  purchases  of  both  government  and 
commercial  items. 


Responsibilities  and  Document  Flow. 

Originator. 

When  professors  and  other  department  personnel  need  items  or  services,  they 
prepare  a  departmental  form  or  memorandum.  As  a  minimum,  the  memorandum  should 
include: 

1.  Complete  description  of  the  item  or  service. 

2.  Price. 

3.  Source. 

4.  Funds  to  be  used  for  the  purchase. 

The  memorandum  is  given  to  the  department’s  Administrative  Assistant  for  preparation 
of  a  requisition  (NPS  Open  Purchase  Requisition  or  DD  Form  1348). 

After  the  department  Administrative  Assistant  prepares  the  requisition,  it  is  returned 
to  the  originator  for  initialing.  The  requisition  is  then  signed  by  the  Department  Chairman. 

For  purchases  made  from  commercial  sources,  the  originator  or  department  receives  a 
copy  of  the  DD  Form  1155  (Purchase  Order)  from  the  Purchasing  Officer,  after  the  requisition 
is  processed.  For  purchases  from  government  sources,  the  originator  does  not  receive  any 
information,  unless  the  item  is  placed  on  back  order  or  until  the  item  is  actually  received. 

The  Administrative  Assistant  contacts  the  originator  when  the  item  is  received  by  the 
department  and  requests  that  it  be  picked  up. 

The  final  source  of  information  on  the  transaction  appears  on  the  Comptroller’s  monthly 
report.  The  report  shows  the  amount  paid  to  the  vendor  and  is  likely  to  be  different  from  the 
amount  obligated.  This  is  a  result  of  price  changes,  differing  freight  estimates,  or  discounts 
offered  for  early  payment. 
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Entries  should  be  made  in  account  ledgers  for  all  transactions  and  the  balance  should  be 
reconciled  with  the  Comptroller’s  monthly  report.  Part  IV  (Accounting  Procedures)  of  this 
guide  contains  ledger  and  reconciliation  procedures. 

Department  Administrative  Assistant  (AA). 

The  department  Administrative  Assistant  prepares  the  requisition  from  the  originator’s 
memorandum.  The  department  AA  assigns  proper  accounting  codes  and  document  numbers, 
and  updates  the  department’s  accounting  records.  The  requisition  is  then  returned  to  the 
originator  for  his  approval  and  initials. 

After  the  originator  initials  the  requisition,  it  is  signed  by  the  Department  Chairman. 
All  requisitions  funded  by  research  funds  must  be  routed  through  the  RAO,  otherwise  they  go 
directly  to  the  Issue  Control  Office  in  the  Supply  Department. 

Research  Administration  Office  (RAO). 

The  Research  Administration  Office  (RAO)  is  responsible  for  the  overall  management  of 
research  financing  at  NPS.  This  office  ensures  items  ordered  are  budgeted  for  and  within  the 
project’s  guidelines. 

Issue  Control,  Supply  Department. 

Issue  Control  screens  the  requisition  for  price  accuracy,  economy  of  source,  and 
compliance  with  applicable  regulations.  It  also  notifies  departments  of  any  significant  price 
change  to  the  requisitioned  items. 

Comptroller. 

The  Edit  Clerk  reviews  the  requisition  for  proper  accounting  codes  and  ensures  tha' 
sufficient  funds  are  available  in  the  account.  The  requisition  is  then  passed  to  the  Budget 
Analyst,  who  updates  the  local  memorandum  and  "official”  records  to  reflect  the  obligation. 

The  Supply  Department  notifies  the  Comptroller  of  any  subsequent  price  change  on  the 
items  ordered.  Comptroller  records  are  adjusted,  but  this  information  is  usually  not 
transmitted  to  tne  cost  center  until  the  Comptroller’s  monthly  report  is  received. 

The  Comptroller  also  receives  payment  information  from  various  paying  offices. 

Changes  in  the  transaction’s  payment  status  and  amount  are  reported  to  the  cost  center 
through  the  monthly  report. 

Issue  Control,  Supply  Department. 

Issue  Control  processes  requisitions  for  government  items.  The  majority  of  requisitions 
enter  the  Navy  Supply  System  via  on-line 

computer  terminals.  Copies  of  the  DD  Form  1348  are  then  sent  to  the  Receiving  Branch. 

Open  Purchase  Requisitions  are  forwarded  to  the  Purchasing  Office  for  processing. 


197 


Part  in  Document  Processing 

Purchasing  Office,  Supply  Department. 

The  Purchasing  Office  issues  a  purchase  order  from  information  supplied  on  the  Open 
Purchase  Requisition  form.  Distribution  is  made  to  the  commercial  supplier,  originating 
department,  Comptroller,  Receipt  Control,  and  Receiving  Branch. 

Receiving  Branch,  Supply  Department. 

When  the  Receiving  Branch  receive  their  copy  of  the  Purchase  Order  or  DD  Form  1348, 
the  form  is  filed  by  the  expected  delivery  date  of  the  requisitioned  items.  When  the  items 
arrive,  they  are  inspected  and  a  receiving  report  is  prepared.  The  receiving  report  is  then 
forwarded  to  Receipt  Control.  The  Receiving  Branch  warehouse  personnel  deliver  the  items  to 
the  ordering  department. 

Receipt  Control,  Supply  Department. 

Receipt  Control  is  responsible  for  ensuring  that  all  purchase  requirements  have  been 
met.  They  receive  a  copy  of  the  purchase  order  from  the  Purchasing  Branch,  a  receiving  report 
from  the  Receiving  Branch,  and  an  invoice  from  the  supplier.  When  all  required 
documentation  has  been  received,  a  voucher  is  prepared  and  certified,  and  then  forwarded  to 
the  paying  office  for  payment. 

Paying  Office. 

Bills  are  paid  by  one  of  five  different  paying  offices.  When  a  bill  is  paid,  the  amount 
may  differ  from  the  amount  on  the  purchase  order.  This  is  due  to  differing  freight  charges,  or 
discounts  for  early  payment.  The  final  expenditure  information  makes  its  way  back  to  the 
Comptroller,  via  the  Navy  accounting  system.  This  information  is  transmitted  to  the  cost 
center  through  the  Comptroller’s  monthly  report. 

Exceptions. 

1.  Partial  Shipments.  Special  attention  is  required  when  a  partial  shipment  is  received 
and  the  supplier  either  cancels  or  back  orders  remaining  items. 

2.  Office  Supply  Issue.  When  items  are  procured  from  the  Office  Supply  Issue  Room,  the 
following  procedures  apply: 

(a)  The  Administrative  Assistant  lists  the  office  supplies  needed  by  the  department 
on  the  Office  Supplies  Request  Form  (GPO  689-317). 

The  form  is  then  taken  to  the  issue  room,  where  the  items  are  issued,  if  available. 

(b)  Office  Supply  Issue  accumulates  the  request  forms,  consolidates  the  information, 
and  bills  the  departments  on  a  monthly  basis  for  the  cost  of  the  items  issued. 

(c)  Upon  receipt  of  the  bill,  the  cost  center  prepares  a  DD  Form  1348  and  forwards  it 
to  the  Comptroller  Department  (via  the  RAO,  if  research  funds  apply).  The 
Comptroller  checks  for  errors  in  the  accounting  codes  and  ensures  that  the 
account  has  sufficient  funds  available  for  the  purchase.  The  DD  Form  1348  is 
then  forwarded  to  the  Supply  Department  for  processing. 
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(d)  Once  the  DD  Form  1348  has  been  processed  through  the  supply  system,  the 
expenditure  of  funds  is  reflected  in  Comptroller’s  monthly  report. 

3.  Ready  Supply  Store.  When  items  are  procured  from  the  NPS  Ready  Supply  Store,  the 
following  procedures  apply: 

(a)  The  Administrative  Assistant  lists  the  items  needed  by  the  department  on  the 
Material  Requirements/Issue  Document  (NAVFAC  9-11014/8).  The  form  is  sent 
directly  to  the  Ready  Supply  Store. 

(b)  When  the  order  is  filled  by  Ready  Supply,  the  Administrative  Assistance  is 
notified,  usually  by  telephone,  of  the  order’s  total  cost.  A  DD  Form  1348  is  then 
prepared  by  the  department. 

(c)  Once  the  DD  Form  1348  is  completed,  it  is  walked  through  the  Comptroller 
Department  (and  RAO,  if  research  funds  apply)  for  approval.  Following  approval 
by  the  Comptroller,  the  DD  Form  1348  is  hand  carried  to  the  Ready  Supply  Store 
and  exchanged  for  the  items  requested. 

4.  Express  Mail. 

Departments  requiring  an  express  shipment  must  prepare  a  DD  Form  1149.  The  DD 
Form  1149  should  be  walked  through  the  Comptroller  Department  for  approval.  The  package 
and  DD  Form  1149  must  then  be  delivered  to  the  Freight  Branch,  no  later  than  1400  on  the 
day  of  shipment.  Again,  if  research  funds  are  involved,  the  transaction  must  be  authorized  by 
the  RAO. 

5.  Honorariums. 

Honorariums  are  gratuitous  payments  made  to  visiting  lecturers  or  consultants  to 
compensate  them  for  their  time  and  preparation.  Departments  wishing  to  pay  honorariums  to 
guest  lecturers  must  complete  NavCompt  Form  2277  and  a  local  honorarium  request  form.  As 
the  Comptroller  authorizes  all  honorariums,  payments  must  be  cleared  through  the 
Comptroller  prior  to  scheduling  the  guest  speaker.  If  the  honorarium  involves  research 
funding,  the  documents  should  be  routed  to  the  Comptroller,  via  the  Research  Administration 
Office.  Approved  honorariums  are  forwarded  to  the  Personnel  Support  Detachment  (PSD)  for 
payment. 

Honorariums  over  $250  per  day  require  approval  of  the  Division  Dean.  Honorariums 
exceeding  $350  per  day  must  be  approved  by  the  Superintendent. 


CHAPTER  11 


TRAVEL  DOCUMENT  PROCESSING 


Introduction. 

Chapter  11  outlines  the  responsibilities  of  individuals  and  departments  involved  in 
processing  travel  documents.  The  information  is  presented  sequentially;  from  initiation  of  the 
travel  request  to  submission  of  the  travel  claim  for  :  eimbursement  of  the  travel  expenses. 
Routing  procedures  for  travel  documents  funded  by  OPTAR,  research  accounts,  or 
reimbursable  funds  are  each  addressed,  w.;h  Figures  11.1a  and  11.1b  depicting  Uic  appropriate 
flow  of  information.  Figure  11.2  depicts  the  flow  of  documents  for  travel  reimbursement. 


Responsibilities  and  Document  Flow. 

Principal  Investigator/Person  Requesting  Travel. 

An  individual  requesting  official  travel,  or  reimbursement  for  authorized  travel 
expenses,  normally  obtains  the  Travel  Worksheet,  Passenger  Reservation  Request  and 
Worksheet  for  Reimbursement  of  Travel  Expenses  from  the  department  Travel  Clerk.  When 
completed,  the  forms  are  returned  to  the  department  Travel  Clerk  for  further  processing. 

Department  Administrative  Assistant/Travel  Clerk. 

The  department  Travel  Clerk  is  responsible  for  preparing  the  individual's  official  travel 
documents  and  accounting  for  the  travel  funds  obligated  and  expended.  This  entails  the 
following  general  processes: 

1.  Transferring  information  from  the  travel  worksheets  onto  the  official  travel 
documents. 

2.  Recording  the  correct  accounting  data  onto  the  travel  documents.  Cost 
estimates  for  travel  are  exactly  that  -  an  estimate.  Departments  usually  maintain  a  file 
of  the  per  diem  and  lodging  rates  applicable  to  various  regions  of  the  country.  Typically, 
you  would  estimate  one  day’s  per  diem  for  round  trip  airline  travel,  with  the  remaining 
per  diem  based  on  the  length  of  the  visit. 

3.  Completing  any  supplementary  paperwork  required,  i.e.,  PRR,  Visit 
Notification,  Area  Clearances,  and  attaching  this  documentation  to  the  Travel 
Order.  Submit  an  advance  copy  of  the  PRR  to  the  Personnel  Support  Detachment 
(PSD)  Transportation  Office  to  expedite  airline  reservations.  PSD  will  not  prepare  a 
Government  Transportation  Request  (GTR)  for  airline  tickets  until  they  receive  the 
original  Travel  Order. 
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Prepare  a  Visit  Notification  or  Area  Clearance  Request  for  travel  outside  of  the 
continental  United  States  (CONUS).  The  NPS  Travel/Country  Clearance 
Handbook  contains  information  regarding  the  preparation  of  the  required  letters 
and  messages.  When  completed,  submit  the  message  draft  or  letter  to  the 
Director  of  Programs,  Administrative  Officer  (Code  032),  via  the  appropriate 
Dean,  for  further  routing  and  approval. 

4.  Ensuring  the  Department  Chairman  and  Superintendent  approve  the 
requested  travel  before  forwarding  the  documents  for  further  processing.  The 

appropriate  Division  Dean  must  approve  personal  travel  requested  by  the  Department 
Chairman. 

NAVPGSCOLNOTE  5050  dated  27  April,  1989  requires  the  Superintendent’s 
approval  for  all  routine  travel  on  official  business.  Departments  usually  submit 
their  upcoming  quarterly  travel  requirements  to  the  Superintendent  during  the 
last  week  of  each  month.  Emergent  requirements  are  handled  on  a  case  by  case 
basis. 

5.  Submitting  the  travel  documents  to  the  appropriate  office  for  further 
processing  and  approval.  Submit  travel  documents  to  the  RAO,  or  appropriate 
comptroller  division,  at  least  10  days  prior  to  the  date  of  travel.  Travel  requested  in 
support  of  research  must  be  forwarded  to  the  Research  Administration  Office.  For 
Other  Reimbursable  or  OPTAR  accounts,  submit  the  documents  to  the  Reimbursable 
Accounting  or  OPBUD  Divisions,  as  appropriate. 

6.  Entering  travel  cost  data  into  the  proper  accounting  ledgers.  Departments 
should  enter  the  initial  cost  data  into  their  ledgers  and  then  reconcile  the  books  when 
the  travel  claim  is  settled.  Part  IV  of  this  guide  provides  further  information  on  ledger 
accounting  and  reconciliation  procedures. 

7.  Preparing  and  submitting  Travel  Vouchers  or  Claims  for  Reimbursement  of 
Expenses  on  Official  Business.  Individuals  requiring  reimbursement  for  travel 
expenses  will  normally  provide  the  necessary  information  on  locally  produced 
worksheets.  Submit  travel  claims  to  the  Comptroller  Department  Travel  Clerk  within  5 
working  days  of  travel  completion. 

Research  Administration  Office  (RAO). 

The  RAO  is  responsible  for  tracking  the  obligation  and  expenditure  of  funds  pertaining 
to  research  accounts.  The  Research  Administrative  Assistant  inspects  the  travel  package 
submitted  for  discrepancies,  and  compares  the  travel  funds  requested  with  estimates  provided 
on  the  Budget  Page.  (The  Budget  Page  is  a  detailed  estimate,  submitted  earlier  by  the 
Principal  Investigator,  of  the  research  project’s  costs.)  A  copy  of  the  order  is  then  given  to  the 
RAO  Data  Entry  Clerk,  who  enters  administrative  data  into  the  RAO  database  system  and 
places  the  copy  on  file. 

If  financing  of  the  research  project  is  provided  by  direct  funds,  the  Travel  Order  is 
routed  to  the  Edit  Clerk  in  the  OPBUD  Division.  For  reimbursable  research,  the  travel 
documents  are  forwarded  to  the  Account  Analyst  in  the  Reimbursable  Accounts  Division. 
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Comptroller  Department. 

OPBUD  Division  -  Edit  Clerk. 

The  Edit  Clerk  screens  all  travel  funding  involving  direct  research  or  OPTAR 
funds.  The  OB  SCC  Balance  Report  is  used  to  check  the  accuracy  of  the  accounting  data 
on  the  travel  document  and  to  ensure  that  sufficient  funds  are  available.  If  funds  are 
available,  a  copy  of  the  Travel  Order  is  pulled  for  the  Account  Analyst,  the  orders  are 
date  stamped  and  initialed,  and  the  original  is  forwarded  to  the  Comptroller 
Department  Travel  Clerk. 

OPBUD  Division  -  Account  Analyst. 

The  Account  Analyst  receives  a  screened  copy  of  the  travel  documents  from  the 
Edit  Clerk  and  enters  the  accounting  data  into  the  "ZENITH"  (local  memorandum 
database)  and  "WESTI"  (official  IDARMS  database)  systems  as  an  obligation.  The 
Travel  Order  copy  is  then  placed  on  file. 

When  travel  is  completed  and  the  travel  claim  settled,  the  analyst  receives  a 
"settlement  package"  from  the  Travel  Clerk,  containing  one  or  more  of  the  following 
documents:  a  GTR  Itinerary  (for  airline  ticket  pin-chases),  a  TAD  Travel  Advance 
Voucher  Summary,  a  Travel  Voucher  Summary  (claim  settlement)  and  a  Collection 
Voucher  (a  return  of  funds  from  the  traveler  when  an  advance  exceeds  the  actual  cost  of 
travel).  The  information  provided  on  these  documents  is  entered  into  the  "ZENITH" 
system  to  reconcile  the  local  accounts  and  record  the  expense.  The  obligation  recorded 
in  the  official  "WESTI"  is  also  updated  to  reflect  the  actual  settlement  amount. 

Reimbursable  Accounts  Division  -  Account  Analyst. 

The  Account  Analyst  receives  the  Travel  Order  from  either  the  RAO,  for 
reimbursable  research  funds,  or  directly  from  the  requesting  activity,  when  "other 
reimbursable”  accounts  are  involved.  The  Travel  Order  is  screened  for  the  correct 
accounting  entries  and  then  checked  against  the  "ZENITH"  database  system  to  ensure 
that  funds  are  available  in  the  account.  If  the  account  has  sufficient  funds,  the  analyst 
retains  a  copy  of  the  orders  and  enters  the  information  into  the  "ZENITH”  and  "WESTI" 
database  systems  as  an  obligation.  The  original  documents  are  then  forwarded  to  the 
Travel  Clerk. 

When  travel  is  completed  and  the  travel  claim  settled,  the  Travel  Clerk  forwards 
a  "settlement  package"  to  the  analyst,  indicating  the  actual  amounts  expended.  The 
analyst  enters  the  information  into  the  "ZENITH"  database  to  record  the  expense  and 
reconcile  the  local  records. 

Travel  Clerk. 

The  Comptroller  Department  Travel  Clerk  is  located  in  the  office  of  the 
Reimbursable  Accounts  Division.  Depending  upon  the  source  of  financing,  the  Travel 
Clerk  receives  the  Travel  Order  from  either  the  OPBUD  Edit  Clerk  or  Reimbursable 
Account  Analyst.  The  Travel  Clerk  screens  the  paperwork  for  compliance  with  the  Joint 
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Federal  Travel  Regulations  (JFTRs)  and  ensures  the  correct  accounting  data  is  entered 
on  the  Travel  Order.  If  the  documents  are  in  order,  the  Travel  Clerk  forwards  them  to 
the  Comptroller  for  authorization  to  expend  the  funds.  If  any  irregularities  exist,  the 
Travel  Clerk  contacts  the  department  or  individual  concerned  to  remedy  the  matter. 


Once  the  Comptroller  authorizes  the  expenditure  and  returns  the  travel 
documents,  the  Travel  Clerk  removes  two  copies  and  routes  the  original,  as  necessary. 
For  travel  not  requiring  advance  per  diem  or  airline  tickets,  the  Travel  Clerk  returns 
the  approved  Travel  Order  to  the  appropriate  department.  When  a  travel  advance  or 
airline  ticket  is  requested,  the  Travel  Clerk  sends  the  original  documents  to  the 
Personnel  Support  Detachment  (PSD)  for  further  processing. 

Travel  claims  must  be  submitted  to  the  Travel  Clerk  within  5  working  days  after 
travel  completion.  The  Travel  Clerk  records  the  claim  in  a  logbook,  compares  it  with  the 
travel  documents  on  file,  reviews  the  claim  for  completeness,  retains  a  copy  and 
forwards  the  original  to  the  PSD  Claims  and  Vouchers  Division  for  settlement.  When 
the  claim  is  settled,  the  Travel  Clerk  receives  several  settlement  documents  from  PSD 
indicating  the  actual  settlement  amounts.  The  Travel  Clerk  accumulates  these 
documents  into  a  "settlement  package"  and  then  delivers  them  to  the  appropriate 
analyst  for  reconciliation  of  the  account. 

Personnel  Support  Detachment  (PSD). 


PSD  issues  travel  advances  and  Government  Transportation  Requests  used  for  airline 
tickets,  and  makes  final  settlement  on  travel  claims.  For  a  travel  advance,  the  Travel  Clerk 
forwards  the  original  Travel  Order  to  PSD  Claims  and  Vouchers.  PSD  issues  a  check  for  the 
amount  requested  and  endorses  the  Travel  Order.  For  airline  ticket  requests,  the  Travel  Clerk 
sends  the  original  Travel  Order  to  the  PSD  Transportation  Office  for  further  processing. 

Upon  completion  of  travel  and  receipt  of  the  travel  claim,  the  Travel  Clerk  forwards  the 
paperwork  to  PSD  for  final  settlement.  PSD  computes  the  amount  of  reimbursement  required 
and  adjusts  it  for  any  travel  advances  made  or  transportation  provided.  The  final  settlement 
check,  original  Travel  Order  and  copy  of  the  paid  travel  claim  are  then  returned  to  the 
department  or  individual.  > 

The  Comptroller  Department  Travel  Clerk  is  furnished  with  copies  of  the  settlement 
documents.  These  are  used  to  close  out  the  Travel  Clerk’s  file  and  are  then  forwarded  to  the 
appropriate  analyst  for  reconciliation  of  the  local  memorandum  accounting  records. 


NOTE:  Some  departments  require  that  checks  for  travel 
reimbursement  be  sent  directly  to  the  department.  This  allows  the 
department's  Travel  Clerk  to  reconcile  the  ledgers  soon  after  travel  is 
completed.  Other  departments  do  not  have  this  requirement  and  rely 
entirely  on  the  Comptroller  report*  to  reconcile  their  books. 
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Introduction. 

Chapter  12  outlines  the  responsibilities  and  procedures  for  individuals  and  departments 
handling  labor  related  documents.  As  in  Chapters  10  and  11,  the  information  is  presented 
sequentially;  starting  with  the  submission  of  the  Personnel  Requests  and  concluding  with 
disbursement  of  the  employee's  paycheck.  Figure  12.1  depicts  the  flow  of  information  for  labor 
and  timekeeping  documents. 


Responsibilities  and  Document  Flow. 

Civilian  Personnel  Office  (CPO). 

The  payroll  cycle  is  initiated  by  a  Notification  of  Personnel  Action  (SF-50)  from  the 
Civilian  Personnel  Office  (CPO).  The  CPO  mails  the  SF-50  to  the  FIPC  for  entry  into  the 
official  accounting  records  and  to  the  NPS  Payroll  and  Timekeeping  Division  for  the  local 
memorandum  records. 

Comptroller  Department  -  Payroll  and  Timekeeping  Division. 

The  Payroll  and  Timekeeping  Division  coordinate  the  submission  of  time  and  labor 
distribution  information  (except  for  the  Public  Works  Department)  to  the  Financial 
Information  Processing  Center  (FIPC),  Washington,  D.C.  The  division  maintains  the  local 
labor  memorandum  accounting  system  and  prepares  payroll  cost  reports.  Staff  support 
(Government  Service/Wage  Grade  personnel)  payroll  and  labor  costs  are  accumulated  on  time 
and  labor  cards.  Faculty  payroll  costs  are  accumulated  on  a  Faculty  Certification  Letter.  The 
Letter  consists  of  labor  information  condensed  from  the  Faculty  Employment  Certification 
Memos,  submitted  by  each  department. 

When  Payroll  and  Timekeeping  receive  the  SF-50  from  the  CPO,  the  information  is 
entered  into  the  local  labor  memorandum  accounting  system  to  generate  the  Staffing  Report 
and  Payroll  Checklist.  The  Staffing  Report  is  used  for  employment  projection  and  budgeting. 
The  Payroll  Checklist  lists  all  employees  based  on  funding  and  home  job  order  number. 

The  Payroll  Checklist  also  serves  as  a  check  for  newly  reported  personnel  and  for 
employees  who  have  resigned.  If  a  new  employee  is  on  the  checklist  and  time  and  labor  cards 
for  the  individual  are  not  submitted,  Payroll  and  Timekeeping  contact  the  department  and 
request  that  the  necessary  cards  be  forwarded  for  processing.  If  an  employee  resigns  and  time 
and  labor  cards  are  not  submitted,  the  department  responsible  is  asked  to  complete  a  Request 
for  Personnel  Action  (SF-52)  to  close  out  the  former  employee’s  account. 
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Figure  12.1  Flow  of  Labor  Documents 
210 


Rtcancil*  Rtperlf 
t  •  CeoptreMtr 
Rre«r4% . 


Chapter  12 


Labor  Document 
Processing 


Time  Cards  sent  from  the  FIPC  to  NPS  are  compared  with  the  names  of  employees 
listed  on  Payroll  Checklist.  The  cards  are  separated  by  department  distribution  codes  and  sent 
to  the  departments  by  guard  mail,  or  alternatively,  department  timekeepers  may  pick  them  up. 
Several  blank  time  and  labor  cards,  for  new  employees,  are  included  in  the  FIPC’s  mailing. 
When  the  time  and  labor  cards  return  from  each  department,  they  are  screened  for  proper 
completion.  This  includes  a  check  for  correct  signatures  and  overtime  authorization 
procedures.  Payroll  and  Timekeeping  compare  the  documents  to  the  Payroll  Checklist  to 
ensure  that  all  time  and  labor  cards  are  accounted  for  and  then  enter  the  labor  data  into  the 
local  memorandum  system.  In  the  meantime,  all  the  time  and  labor  cards  are  sent,  via  express 
mail,  to  the  FIPC. 


Timekeeper. 

Cost  and  sub-cost  center  labor  data  is  accumulated  by  department  timekeepers.  The 
designated  timekeeper  is  responsible  for  filling  out  time  and  labor  cards,  supplemental  time 
cards  and  any  other  applicable  labor  documents,  and  returning  them  to  the  Payroll  and 
Timekeeping  Division.  Faculty  Employment  Certification  Memos  are  forwarded  to  the 
Academic  Planning  Department  for  further  processing.  The  payroll  time  period  is  two  weeks. 
Time  and  labor  cards  arrive  on  a  Friday  and  must  be  returned  to  Payroll  and  Timekeeping  on 
the  second  Monday  of  the  pay  period,  completely  filled  out  for  the  two  week  period.  This 
necessitates  estimating  the  last  six  days  of  the  pay  period. 

A  supplemental  time  card  is  submitted  in  the  next  pay  period,  to  correct  incorrect 
entries  made  in  the  previous  pay  period,  e.g.,  unanticipated  sick  or  annual  leave.  If 
supplemental  cards  are  submitted  by  the  first  Monday  of  the  new  pay  period,  the  corrections 
will  be  reflected  in  the  employees  next  pay  check.  Otherwise,  corrections  will  be  noted  in  the 
next  pay  period.  The  following  time  line  illustrates  key  events  in  the  NPS  payroll  cycle: 
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Figure  12.2  NPS  Payroll  Timeline 


Planning  and  Program  Budget  Analyst  (PPBA). 

Several  cumulative  reports  are  generated  by  the  Payroll  and  Timekeeping  Division  from 
locally  held  labor  accounting  records.  The  cumulative  reports  list  the  dollar  amounts  expended 
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on  labor  and  the  bottom  line  totals  remaining  in  each  resource  account,  i.e.,  Direct,  Indirect 
and  Reimbursable.  The  cumulative  reports  are  sent  to  the  Planning  &  Program  Budget 
Analyst  (PPBA)  who  uses  the  information  to  generate  the  Managing  to  Payroll  Report.  This 
report  is  used  by  NPS  Line  Managers  to  manage  their  payroll. 

Financial  Information  Processing  Center  (FIPC). 

At  the  beginning  of  each  pay  period,  the  FIPC  (NRFC)  mails  all  time  and  labor  cards  to 
the  Naval  Postgraduate  School  Payroll  and  Timekeeping  Division. 

When  the  completed  time/labor  cards  and  Faculty  Certification  Letter  are  returned  to 
the  FIPC,  the  data  is  manually  key  punched  into  the  IDARMS  and  the  official  payroll  costs  are 
computed  and  recorded.  (The  Payroll  and  Timekeeping  Division  at  NPS  can  only  access  the 
IDARMS  to  correct  labor  hours  and  job  order  numbers).  The  FIPC  then  issues  a  paycheck, 
which  is  mailed  to  the  employee  or  electronically  deposited  into  the  employee's  bank  account. 

The  FIPC  also  publishes  monthly  NAVCOMPT  accounting  reports  (Uniform 
Management  Reports)  which  the  Comptroller  Department  use  to  reconcile  the  School’s 
financial  records. 
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PART  IV 


INTRODUCTION 


Part  IV  of  this  guide  provides  information  necessary  to  maintain  and  reconcile  cost 
center  accounting  records.  Due  to  the  diversity  of  automated  ledgers  used  at  NPS,  this 
part  focuses  on  a  manual  ledger  system.  The  procedures  used  with  manual  ledgers  differ 
somewhat  from  those  used  for  automated  ledgers;  However,  many  of  the  basic  concepts 
and  techniques  of  a  manual  ledger  system  can  be  applied  to  an  automated  system. 

Part  IV  is  divided  into  the  three  chapters: 

Chapter  13  -  General  Accounting  Information 

Chapter  14  -  Cost  Center  Accounting  and  Bookkeeping  Procedures 

Chapter  15  -  Understanding  the  NPS  Comptroller  Monthly  Report 

Chapter  13  presents  the  basic  framework  of  the  Navy  accounting  system.  It 
isolates  the  dimensions  of  the  system,  and  when  combined  with  the  overview  presented  in 
Chapter  1,  provides  a  solid  foundation  for  understanding  Navy  accounting  principles. 
Chapter  14  develops  a  standardized  method  for  maintaining  accounting  ledgers  and  files. 

It  sets  forth  procedures  for  handling  price  changes,  reconciling  account  ledgers,  and  closing 
out  records.  Chapter  15  provides  a  detailed  description  of  the  Comptroller’s  reports  and 
explains  how  to  interpret  them.  The  objective  of  Part  IV  is  to  provide  documented 
procedures  to  assist  personnel  in  maintaining  cost  center  accounting  records. 
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Introduction. 

The  accounting  procedures  used  by  the  Navy  to  account  for  cost  center  funds  are 
quite  different  from  the  "double  entry"  accounting  procedures  used  by  private  industry.  In 
fact,  the  procedures  employed  by  cost  centers  closely  resemble  those  used  in  keeping  a 
personal  checking  account.  To  properly  account  for  funds,  a  clear  understanding  of  how 
the  Navy  accounting  system  works  is  required.  Many  of  these  concepts  have  been 
discussed  in  previous  chapters,  but  are  reiterated  here  to  build  a  foundation  for  applying 
the  accounting  procedures  at  the  cost  center  level. 


RMS  Accounting  Concepts. 

Accounts. 

The  basic  component  of  accounting  -  is  the  account.  Accounts  are  the  building 
blocks  of  the  accounting  system  and  the  principle  means  through  which  the  Navy  controls 
funds.  They  serve  as  a  mechanism  for  transmitting  funds  designated  for  a  particular 
purpose,  i.e.,  operations,  research,  etc.,  to  a  specific  responsible  unit  or  person.  They  also 
serve  as  a  record,  or  register,  for  accumulating  cost  information  and  establishing 
accountability.  Figure  13.1  provides  some  examples  of  the  typical  cost  center  accounts 
used  at  the  Naval  Postgraduate  School. 


Account 

Coat  Center 

Purpoee 

Operating  fund*  <OPTAR> 

Academic  Department 

Coat  of  normal  operations. 

Indirect  Support 

Academic  Depertment 

Indirect  eupport  of  reeeerch 

Direct  Funded  Rwreh  (DFR) 

Principel  In*eeti^tm 

Approved  reeeerch  project. 

Reimbureebie  Research 

Principal  Inreetigstor 

Sponsored  reeeerch  project. 

Figure  13.1  Typical  NPS  Accounts 


Travel  Ceiling. 

A  ceiling  is  a  limit  placed  on  the  amount  of  money  that  may  be  spent  on  a  specific 
expense  category  .  It  serves  as  a  means  of  controlling  costs.  Most  of  the  accounts  at  the 
Naval  Postgraduate  School  have  a  ceiling  on  travel  expenses.  These  ceilings  are 
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expressed  in  the  cost  center’s  fund  authorization,  and  authorize  a  specific  amount  of 
money  for  travel.  While  the  amount  authorized  for  travel  cannot  he  exceeded,  the  funds 
authorized  for  travel  may  be  used  for  other  purposes;  as  long  as  the  total  account 
authorization  is  not  exceeded. 

For  a  cost  center  to  comply  with  the  restrictions,  travel  expenses  must  be  clearly 
defined.  Travel  expenses  include:  transportation  and  per  diem  expenses,  and 
reimbursements  for  the  use  of  a  privately  owned  vehicles  while  conducting  official 
business.  Registration  fees,  even  if  authorized  by  travel  orders,  are  not  considered  travel 
expenses.  The  Navy  accounting  system  identifies  travel  expenses  with  expense  element 
"E"  in  the  cost  code. 

Accounting  Period. 

The  accounting  period  for  the  federal  government  is  a  fiscal  year.  The 
government’s  fiscal  year  begins  on  October  1  each  year  and  ends  on  September  30  the 
following  year.  The  fiscal  year  is  designated  by  the  last  two  digits  of  the  year  in  which  it 
ends.  For  example,  the  period  October  1,  1989  through  September  30,  1990  is  fiscal  year 
90  or  "FY90". 

Funds  directly  appropriated  to  the  Naval  Postgraduate  School  are  usually  allocated 
quarterly  and  expire  at  the  end  of  the  fiscal  year.  Reimbursable  funds,  on  the  other 
hand,  may  be  allocated  in  a  lump  sum  and  expire  at  times  other  than  the  end  of  the 
fiscal  year,  depending  upon  the  source  of  funds  and  the  conditions  of  the  funding 
agreement.  Despite  these  differences,  the  fiscal  year  is  used  as  the  accounting  period  for 
reimbursable  funds.  The  reimbursable  funds  that  do  not  expire  at  the  end  of  the  fiscal 
year  may  be  carried  forward,  as  a  new  account,  into  the  next  fiscal  year. 

Transactions. 

A  transaction  is  the  smallest  identifiable  element  recorded  into  the  accounting 
system.  Transactions  accumulate  in  the  accounting  system  to  provide  cost  information 
and  account  balances.  In  the  Navy  accounting  system,  a  transaction  is  represented  by  the 
single  line  of  accounting  classification  data  (accounting  codes)  cited  on  a  document.  A  set 
of  travel  orders,  for  instance,  uses  a  separate  line  of  accounting  code  to  account  for  each 
category  of  expense,  i.e.,  per  diem,  transportation,  and  registration  fees.  The  line  of 
accounting  classification  code  for  each  expense  category  is  considered,  therefore,  as  a 
separate  transaction  for  accounting  purposes. 

In  order  to  track  transactions  through  the  accounting  system,  we  must  have  a 
means  of  identifying  them.  A  checking  account  uses  check  numbers  to  identify  check 
transactions.  The  Navy  accounting  system  uses  a  document  number,  plus  an  Accounting 
Classification  Reference  Number  (ACRN),  if  necessary,  to  identify  individual  transactions. 
When  a  single  document  has  more  than  one  line  of  accounting  classification  data,  ACRNs, 
i.e.,  AA,  AB,  etc.,  are  assigned  to  distinguish  between  each  line  of  classification  data.  See 
Chapter  4  -  Coding  Systems,  for  further  information. 
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Accounting  Records. 

The  FIPC,  Washington,  D.C.,  maintains  the  "official"  accounting  records  for  NPS, 
while  the  NPS  Comptroller  and  individual  cost  centers  maintain  the  local  memorandum 
(unofficial)  records.  The  memorandum  records  provide  local  management  information, 
while  serving  as  a  check  on  the  official  records. 

Flow  of  Accounting  Data. 

The  flow  of  accounting  data  for  any  transaction  begins  with  the  obligation  of  funds 
by  the  cost  center.  It  continues  until  the  obligation  is  liquidated  (either  through  the 
expenditure  of  funds  or  cancellation  of  the  obligation)  and  reflected  correctly  in  all  three 
accounting  records,  i.e.,  FIPC,  Comptroller,  and  cost  center.  Understanding  this  flow  is 
essential  in  accounting  for  Navy  funds.  Chapter  1  provides  a  overview  of  the  flow  of 
accounting  data  in  the  Navy’s  accounting  system. 

It  is  important  to  remember  that  the  amount  obligated  by  the  cost  center,  in  most 
instances,  is  an  estimate  which  is  subject  to  change.  The  source  for  identifying  these 
changes  is  the  Comptroller’s  monthly  accounting  report. 


Summary. 

The  purpose  of  this  Chapter  was  to  build  upon  the  general  information  provided  in 
Chapter  1  and  to  expand  upon  some  essential  elements  of  the  accounting  system.  To 
recount  the  main  points  in  this  Chapter; 

1.  The  accounting  system  consists  of  a  collection  of  individual  accounts  used  to 
distribute  fund  authority  and  accumulate  transaction  information.  Accounts  may  be 
restricted  by  administrative  controls,  such  as  ceilings  on  travel  expenses  and  time 
constraints. 

2.  Transactions  accumulate  in  the  accounting  system  to  provide  cost  information 
and  account  balances.  Document  numbers  and  ACRNs  are  used  to  trace  individual 
transactions  through  the  accounting  process. 
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and 
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Introduction. 

This  Chapter  describes  a  standardized  method  of  accounting  for  cost  center  funds. 

A  blueprint  for  a  manual  bookkeeping  system  is  provided,  which  details  the  procedures 
necessary  to  maintain  cost  center  ledgers  and  accounting  files. 

Cost  Center  Accounting  Records. 

Cost  centers  maintain  accounting  records  to  provide  current  information  for  making 
local  management  decisions.  They  also  provide  a  means  of  ensuring  that  transactions  are 
timely  and  accurately  reported  into  the  official  accounting  records.  To  meet  these 
requirements,  accounting  records  must: 

1.  Provide  an  accurate  account  balance. 

2.  Provide  a  means  of  monitoring  compliance  with  travel  ceilings. 

3.  Provide  a  simple  method  of  identifying  transactions  which  are  delinquent  in  posting 
to  the  official  records. 

Accounting  records  must  be  designed  to  ensure  that  transactions  are  properly 
recorded  and  to  reduce  the  possibility  of  duplicate  ledger  entries.  The  accounting  ledgers 
must  furnish  an  easy  method  for  accommodating  the  frequent  changes  which  occur  in 
transaction  amounts,  as  well  as  provide  an  audit  trail  which  would  lead  to  the  source  of 
these  changes. 


Manual  Ledger  System. 

The  suggested  design  for  the  manual  ledger  system  involves  dividing  the  account 
into  subaccounts,  or  sections.  That  is,  the  account  is  split  into  travel  and  purchase 
sections  to  allow  for  monitoring  of  travel  ceiling  compliance.  If  a  reimbursable  account  is 
involved,  a  section  for  labor  may  be  required,  as  well.  See  Figure  14.1. 

To  simplify  the  assignment  of  document  numbers  and  to  ensure  that  all 
transactions  are  entered  into  the  ledger,  it  is  suggested  that  a  separate  ledger  page  be 
maintained  for  each  document  type.  For  example,  the  account  would  have  a  page  for 
Open  Purchase  Requisitions  ("RQ”  series),  Standard  Stock  Requisitions  C'julian  date  - 
serial  number”  series),  and  Travel  Orders  ("TO"  series).  Low  volume  document  types, 
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such  as  Claims  for  Reimbursement  ("RV”  series),  Honorariums  ("MD"  series)  and  civilian 
training  ("TG"  series)  could  be  combined  on  a  single  miscellaneous  page,  so  long  as 
sequential  document  numbers  can  be  readily  accounted  for.  Finally,  there  should  be  a 
fund  authorization  page  and  transaction  adjustments  page  within  each  section. 


Figure  14.1  Manual  Ledger  Setup 


Determining  an  account  balance,  under  this  configuration,  requires  that  the  balance 
of  each  transaction  and  section  adjustments  page  be  subtracted  from  the  balance  on  the 
fund  authorization  page.  Balances  can  be  obtained  for  each  section,  as  well  as  for  the 
total  account.  It  may  be  desirable  to  maintain  a  memo  sheet,  in  the  front  of  the  ledger, 
to  periodically  record  the  account’s  balance. 

Column  Setup. 

Figure  14.2  depicts  the  column  setup  for  a  manual  accounting  ledger  sheet.  The 
columns  are  designed  to  provide  a  current  balance  for  the  page,  as  well  as  an  audit  trail. 
Furthermore,  the  columns  allow  easy  identification  of  transactions  that  do  not  post  to  the 
official  records  within  a  reasonable  amount  of  time.  Column  entries  are  described  as 
follows: 

Date.  The  date  column  is  used  for  recording  the  date  of  the  ledger  entry. 

Document  Number.  The  document  number  column  is  used  to  record  the 
document  number.  Document  numbers  should  be  sequential,  as  a  single  ledger 
sheet  is  used  by  each  document  type,  i.e.,  "RQ", 

’TO",  etc.  The  document  number  will  include  an  ACRN,  if  more  than  one 
transaction  appears  on  a  single  document. 

Job  Order.  The  job  order  number  is  recorded  in  this  column  to  ensure  that  it 
posts  correctly  to  the  monthly  Comptroller  reports.  For  reimbursable  accounts, 
enter  the  expense  element  only. 
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Description.  A  verbal  description  of  the  transaction.  The  descriptions  most 
commonly  used  by  NPS  cost  centers  are,  "traveler/destination"  for  travel  orders  and 
"vendor/product"  for  requisitions. 

Status.  The  status  columns  permit  transactions  to  be  tracked  and  readily  identify 
transactions  requiring  follow-up  action.  The  "OBL"  column  is  used  to  record  the 
date  the  obligation  appears  on  the  Comptroller’s  report.  The  "REC’D"  column  is 
used  to  record  the  date  goods  and  services  are  actual  received,  or  the  date  a 
traveler  submits  a  claim  for  reimbursement.  The  "F/E"  column  is  used  for 
recording  the  date  the  final  expenditure  appears  on  the  Comptroller’s  report. 

Reference.  This  column  is  used  to  cross-reference  adjusting  entries  and  make 
explanatory  comments.  Some  suggested  abbreviations  are: 

PC:  Price  Change 

CANX:  Cancellation 

MOD:  Modification  of  Travel  Orders 

DISC:  Discount 
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Adjustments.  The  Adjustments  column  is  used  to  record  an  adjustment  made  to 
the  original  obligation  amount.  The  amounts  in  this  column  should  be  preceded  by 
a  plus  or  minus  sign  to  indicate  a  increase  or  decrease  in  the  obligated  amount. 

Amount.  This  column  is  used  to  record  the  original  amount  of  the  obligation.  In 
many  cases,  the  actual  amount  of  the  transaction  will  differ  from  the  original 
obligated  amount.  These  differences  are  reconciled  through  separate  adjusting 
entries,  as  will  be  explained  later  in  the  section  on  reconciliation  procedures. 

Balance.  This  column  is  used  to  maintain  the  cumulative  balance  of  a  particular 
transaction  type,  i.e.,  "RQ",  'TO'',  etc.  It  does  not  represent  the  account’s  balance. 


Filing  System. 

Accounting  files  consists  of  all  source  documents  and  reports  used  to  reconcile  the 
cost  center’s  account(s).  The  files  provide  an  audit  trail  and  substantiate  all  ledger 
entries.  Used  in  the  configuration  described  below,  these  files  provide  a  convenient 
method  for  monitoring  the  status  of  outstanding  orders  and  travel  claims.  Figure  14.3 
illustrates  the  suggested  file  organization. 

1.  Authorization  file.  The  authorization  file  contains  all  authorization  letters 
and  adjustments  for  the  account.  For  reimbursable  accounts,  the  file  should  include 
copies  of  agreements,  contracts,  and  funding  documents.  For  research  accounts,  the 
file  should  include  a  copy  of  the  approved  research  proposal  and  current  budget 
page. 


2.  Document  files.  The  document  files  consist  of  the  documents  that  support 
each  transaction.  The  following  document  files  should  be  maintained: 

a.  Pending  file.  This  file  contains  copies  of  the  obligation  or 
cancellation  documents  submitted,  but  not  reflected  on  the  Comptroller’s 
monthly  report. 

b.  Undelivered  Orders  (UDO)  file.  This  file  contains  copies  of 
documents  which  support  the  transactions  appearing  on  the  Comptroller’s 
monthly  report  -  but  for  which  payment  is  not  due,  i.e.,  requisitions  for  goods 
that  have  not  been  received  or  travel  orders  for  which  the  traveler  has  not 
submitted  a  claim. 

c.  Accounts  Payable  (A/P)  file.  The  A/P  file  contains  copies  of  the 
obligation  documents  for  which  payment  is  due,  i.e.,  requisitions  for  goods 
received,  travel  orders  for  which  claims  have  been  submitted. 

d.  Final  Expenditure  (F/E)  file.  When  an  obligation  is  finalized,  either 
by  cancelling  the  transaction  or  by  satisfying  the  obligation  through  the 
expenditure  of  funds,  copies  of  the  obligating  document  are  placed  in  the  F/E 
file.  The  F/E  file  is  a  "completed  file".  Documents  should  be  filed  in 
document  number  sequence. 
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3.  Reports  file.  This  file  contains  copies  of  the  Comptroller's  monthly  report, 
along  with  annotations  made  during  the  reconciliation  process.  If  local  ledgers  are 
automated,  a  copy  of  the  local  ledger  sheet  used  for  reconciling  should  be  included. 


ACCOUNTING  FILES  SETUP 


AUTHORIZATION 

DOCUMENT 

REPORTS 

FILE 

FILES 

FILE 

Figure  14.3  Organization  of  Accounting 
Files 


Generally,  all  documents  that  support  a  transaction  accumulate  into  a  package,  i.e., 
purchase  requisition,  purchase  order,  and  packing  slip,  and  flow  through  the  document 
files  as  follows: 

Purchases. 

The  obligation  document  (requisition)  is  prepared  and  an  accounting  entry  is  made 
in  the  account  ledger.  A  copy  of  the  requisition  is  placed  in  the  pending  file.  When  a 
copy  of  the  purchase  order  is  received,  it  is  stapled  to  the  file  copy  of  the  requisition  and 
returned  to  the  pending  file.  The  documents  remain  in  the  pending  folder  until  the 
transaction  appears  on  the  Comptroller’s  monthly  report.  The  documents  are  then  moved 
to  the  UDO  (Undelivered  Order)  file.  When  the  goods  ordered  are  received,  a  copy  of  the 
packing  slip  is  attached  to  the  originating  documents  and  an  annotation  is  made  on  the 
face  of  the  originating  documents,  indicating  the  date  goods  were  received.  The  document 
package  is  now  placed  in  the  A/P  (Accounts  Payable)  file.  When  the  transaction  finally 
appears  as  an  expenditure  for  the  full  amount  of  the  transaction,  the  package  is  moved  to 
the  F/E  (Final  Expenditure)  file. 

Travel. 

When  a  travel  order  is  issued,  an  accounting  entry  is  made  in  the  account  ledger 
for  the  estimated  travel  cost.  A  copy  of  the  travel  order  is  filed  in  the  pending  file,  until 
the  obligation  appears  on  the  Comptroller’s  monthly  report.  The  travel  order  is  then 
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moved  to  the  UDO  file.  When  the  traveler  completes  the  travel  and  submits  a  travel 
claim  for  reimbursement,  the  date  the  claim  was  submitted  should  be  annotated  on  the 
travel  order.  The  travel  order  is  then  moved  to  the  A/P  file.  Travel  claims  are  usually 
paid  by  PSD  and  checks  are  often  routed  through  the  traveler’s  department.  In  such 
cases,  the  cost  center  may  wish  to  make  an  account  adjustment  and  annotate  the  date 
paid  on  the  travel  order.  However,  the  travel  order  should  remain  in  the  A/P  file  until  it 
appears  as  an  expenditure  on  the  Comptroller’s  report. 

Labor. 

Cost  centers  that  have  reimbursable  accounts  are  responsible  for  ensuring  that 
appropriate  labor  charges  are  made  to  reimbursable  accounts.  When  labor  cards  or 
faculty  labor  certifications  are  submitted,  the  cost  center  should  compute  the  appropriate 
labor  charges,  by  using  the  acceleration  rate  (rate  used  to  add  fringe  benefits),  and  make 
an  accounting  entry  to  the  reimbursable  account.  A  sheet  of  paper  with  labor  calculations 
should  be  filed  in  the  pending  file  until  charges  appear  on  the  Comptroller’s  report. 

When  labor  charges  appear  on  the  Comptroller’s  report,  the  amounts  should  be  verified 
and  the  computations  moved  to  the  F/E  file. 


Bookkeeping  Procedures. 

Now  that  we  have  developed  a  standard  format  for  manual  accounting  ledgers,  and 
a  method  for  maintaining  accounting  files,  we  will  use  the  suggested  ledger  and  filing 
system  to  develop  a  set  of  standardize  accounting  procedures.  The  procedures  fall  into 
three  categories:  (1)  Regular  or  daily  procedures,  (2)  Monthly  reconciliation 
procedures,  and  (3)  Year-end  or  close-out  procedures. 

Regular  or  Daily  Procedures. 

These  procedures  primarily  involve  recording  transactions  as  they  occur.  The  cost 
center  will  make  the  following  entries  as  transactions  originate  and  file  the  source 
documents  in  the  document  files  according  to  the  procedures  outlined  below. 

1.  Authorizations.  When  a  quarterly  authorization  letter  or  a  letter  modifying 
the  quarterly  authorization  is  received,  the  cost  center  will  record  the  amount  of 
the  authorization  on  the  "authorization"  pages  of  the  account  ledger,  i.e.,  purchase 
authorization  page,  travel  authorization  page,  and  labor 
authorization  page.  The  authorization  documents  are  then  filed  in  the 
Authorization  file. 

Care  should  be  taken  to  ensure  that  modifications  reflected  a  negative 
amount  when  they  decrease  an  authorization  .  Sample  entries  are  illustrated  in 
Figure  14.4. 
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Figure  14.4  Authorization  Entry 

2.  Obligations.  When  a  requisition  or  a  set  of  travel  orders  is  initiated,  the 
cost  center  should  record  the  obligation  on  the  appropriate  page  of  the  ledger. 
Remember,  that  a  document  can  represent  more  than  one  transaction,  and  each  line 
of  accounting  data  must  be  treated  as  a  separate  transaction.  Registration  fees  on 
travel  orders  are  considered  a  purchase  rather  than  a  travel  expense  and  .therefore, 
should  be  entered  on  the  miscellaneous  ledger  page  of  the  purchases  section.  Also, 
if  the  cost  center  is  submitting  labor  cards  or  faculty  labor  certifications  to  charge  a 
reimbursable  account  for  labor,  an  obligating  entry  should  be  made  to  the  labor 
page  of  the  reimbursable  account  ledger. 


Figure  14.5  Obligation  Entries 


For  some  obligations,  such  as  honorariums,  reimbursement  for  expenses  (SF- 
1164),  and  Ready  Supply  Store  bills,  the  goods  and  services  have  already  been 
received  at  the  time  of  obligation.  In  such  cases,  the  date  of  the  obligation  should 
be  entered  in  the  "REC’D"  (received)  block.  Figure  14.5  provides  a  sample  of  these 
entries. 
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Copies  of  the  obligating  document  (requisitions,  travel  orders)  should  be  filed 
in  the  Pending  file. 


3-  Amendment  of  Travel  Orders.  When  travel  orders  are  amended,  and 
result  in  a  increase  or  a  decrease  in  the  amount  of  the  obligation,  adjustment  and 
reference  entries  should  be  made  to  the  ledger  as  follows  (refer  to  Figure  14.6): 


a.  Adjusting  Entry.  Make  a  adjusting  entry  on  the  adjustments  page  of 
the  ledger’s  travel  section.  A  reduction  in  the  amount  of  the  obligation  must 
be  preceded  by  a  minus  sign. 


b.  Reference  Entry.  In  the  'REFERENCE''  block  of  the  original 
obligating  entry,  enter  the  word  "AMENDMENT",  the  date  of  the 
modification,  and  the  line  number  of  the  adjusting  entry  (taken  from  the 
adjustment  page).  The  amount  of  the  adjustment  should  be  indicated  in  the 
"AJDJ"  column  and  preceded  by  a  plus  or  minus  sign. 
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Figure  14.6  Amendment  Entry 


4.  Receipt  of  goods  or  services.  When  goods  and  services  are  received  or 
when  a  traveler  submits  a  travel  claim,  the  date  of  receipt  ,or  the  date  of 
submission,  is  recorded  in  the  "REC’D"  block  of  the  original  obligation  entry 
(Figure  14.7).  This  date  should  also  be  annotated  on  the  file  copy  of  the  obligation 
document.  A  receipt  document,  such  as  a  packing  slip,  should  be  stapled  to  the 
requisition.  If  the  obligation  has  appeared  on  the  Comptroller  monthly  report,  the 
document  should  be  moved  from  the  UDO  file  into  the  A/P  file.  However,  if  the 
obligation  has  not  appeared  on  the  monthly  report,  it  should  be  retained  in  the 
pending  file  until  it  does  appears. 

There  are  occasions  when  only  a  portion  of  the  goods  ordered  are  actually 
received,  known  as  a  "partial  shipment”.  In  these  instances,  the  "REC’D"  block 
should  be  divided  in  half  and  the  date  of  receipt  entered  in  one  half  of  the  block. 
After  annotating  the  date  and  quantities  received  and  attaching  any  shipping 
documents,  the  file  copy  of  the  obligating  document  should  be  returned  to  the  UDO 
or  Pending  file,  as  appropriate. 
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Figure  14.7  Receipt  of  Goods  Entry 


5.  Cancellations.  Occasionally,  the  cost  center  will  cancel  a  set  of  travel 
orders,  or  receive  a  cancelled  requisition  or  purchase  order  from  the  Supply 
Department.  In  these  situations,  reversing  and  reference  entries  should  be  made  to 
the  ledger  as  follows 
(Figure  14.8): 

a.  Reversing  Entry.  Make  a  reversing  entry  on  the  adjustments  page 
of  the  travel  or  requisition  section,  as  appropriate.  The  amount  should  be 
preceded  by  a  minus  sign  to  indicate  that  it  is  negative. 

b.  Reference  Entry.  Enter  "CANX”,  the  date  of  the  cancellation  and 
the  line  number  (from  the  adjustments  page)  of  the  reversing  entry  in  the 
"REFERENCE”  block  of  the  original  obligating  entry.  The  amount  of  the 
cancellation  should  be  precede  by  a  minus  sign  in  the  ADJ  column. 
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Figure  14.8  Cancellation  Entry 
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To  cancel  airline  tickets,  the  cost  center  must  contact  the  PSD 
Transportation  Office.  To  cancel  the  obligation  of  funds,  the  cost  center  must 
forward  the  original  travel  orders,  along  with  a  cancellation  memorandum,  to  the 
Comptroller  Department.  (These  actions  are  explained  further  in  Chapter  6  - 
Travel  Document  Preparation.)  A  copy  of  the  cancelled  requisition,  purchase  order, 
or  cancellation  memorandum  should  be  filed  in  the  pending  file  until  it  appears  on 
the  monthly  Comptroller’s  report. 

6.  Partial  Cancellations.  In  some  instances,  a  supplier  may  no  longer  carry 
or  be  able  to  supply  all  items  ordered.  When  this  occurs,  the  Supply  Department 
uses  a  copy  of  the  requisition  (DD  Form  1348)  or  a  modification  of  the  purchase 
order  (DD  Form  1155)  to  notify  the  cost  center  and  Comptroller  of  the  cancellation. 
Adjusting  and  reference  entries  should  be  made  to  the  ledger  as  follows  (Figure 
14.9): 

a.  Adjusting  Entry.  Make  an  adjusting  entry  on  the  adjustments  page 
of  the  requisition  section.  The  amount  of  the  adjustment  should  be  preceded 
by  a  minus  sign. 

b.  Reference  Entry.  Enter  the  abbreviation  "P/CANX",  the  date  of  the 
cancellation  and  the  line  number  of  the  adjusting  entry  (taken  from  the 
adjustments  page)  in  the  "REFERENCE"  block  of  the  original  obligating 
entry.  The  amount  of  the  adjustment  should  be  preceded  by  a  minus  sign  in 
the  "ADJ”  column. 
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Monthly  Reconciliation  Procedures. 

The  monthly  reconciliation  process  brings  the  cost  center’s  local  memorandum 
records  into  agreement  with  the  official  records.  While  the  cost  center  does  not  receive  a 
monthly  report  produced  directly  from  the  official  records,  it  does  receive  the  NPS 
Comptroller’s  report,  which  is  representative  of  the  official  records. 

In  order  to  reconcile  using  the  Comptroller’s  monthly  report,  personnel  must  know 
how  to  read  and  interpret  the  report.  Chapter  16  covers  this  topic  in  detail.  The 
Comptroller’s  "Monthly  OPTAR  Report"  and  "Reimbursable  Report"  are  produced  around 
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the  3rd  of  each  month.  Upon  receipt  of  the  report,  cost  centers  must  reconcile  their  local 
ledgers.  The  reconciliation  process  can  be  broken  into  five  phases: 

1.  Reconciling  the  authorizations. 

2.  Reconciling  the  transactions. 

3.  Reconciling  the  account  balance. 

4.  Posting  adjusting  entries. 

5.  Taking  necessary  follow-up  action. 


1.  Reconciling  the  authorizations.  Compare  the  authorized  amounts  for 
travel,  OPTAR  (purchases),  and  labor  (if  applicable)  to  the  authorization  balances  in 
the  local  ledger.  If  a  difference  exists,  verify  the  validity  of  the  local  ledgers  using 
the  fund  authorization  letters  and  make  the  necessary  adjustments.  If  differences 
still  exist,  the  analyst  named  on  the  report  should  be  contacted  to  resolve  the 
discrepancy.  Missing  authorization  letters  must  be  obtained  from  the  cognizant 
Line  Manager  (Dean)  or  the  RAO.  If  Comptroller  records  are  in  error,  a 
memorandum  citing  the  phone  conversation  should  be  sent  to  the  Comptroller,  via 
the  Line  Manager  or  the  RAO,  to  ensure  correction  of  the  error. 

2.  Reconciling  the  transactions.  Reconciling  transactions  is  the  most  tedious 
phase  in  the  reconciliation  process.  Before  you  begin  the  process  of  reconciling 
individual  transactions,  you  must  first  create  adjustment  columns  on  the 
Comptroller’s  monthly  report.  Draw  two  columns  down  the  right  side  of  the  report, 
labeling  one  "+"  (plus)  and  the  other  (minus),  as  shown  in  Figure  14.10. 

The  reconciliation  of  transactions  entails  conducting  several  simultaneous 
processes  for  each  transaction:  (a)  verifying  the  correct  posting  of  the  job  order 
number,  (b)  updating  the  accounting  status  on  the  ledger  and  in  the  document 
files,  and  (c)  identifying  and  explaining  any  differences  in  the  amounts  reflected  in 
the  local  ledgers  and  monthly  reports. 

Beginning  with  the  first  transaction  on  the  Comptroller’s  report,  match  the 
document  number  and  ACRN  (if  applicable)  on  the  report  to  the  transaction  with 
the  same  document  number  and  ACRN  in  the  local  ledger.  The  following  steps 
must  be  completed  for  each  transaction  and  applied  consistently: 

a.  Verify  the  Job  Order  Number.  Ensure  the  job  order  number  is 
posted  correctly.  (This  is  not  required  for  reimbursable  fund  accounts. )  The 
job  order  number  identifies  various  expense  categories  and  is  used  by  the 
Navy’s  cost  accounting  system. 

b.  Update  the  Transaction  Status.  Determine  the  accounting  status  of 
the  transaction  from  the  Comptroller’s  report,  and  update  the  status  on  the 
ledger  and  in  document  files. 
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(1)  When  an  obligation  or  cancellation  appears  on  the  report  for  the 
first  time,  the  file  copy  of  the  source  document  should  be  taken  from 
the  pending  file  and  placed  in  the  appropriate  file,  i.e.,  UDO  file,  A/P 
file,  or  F/E  file.  The  date  of  the  report  should  be  recorded  in  the 
"OBL"  block  of  the  transaction’s  original  ledger  entry. 

(2)  When  a  final  expenditure  appears  on  the  report,  file 
documentation  should  be  moved  into  the  F/E  file.  The  date  of  the 
report  should  be  entered  in  the  "F/E"  block  of  the  transaction’s  original 
ledger  entry. 

(3)  When  a  partial  payment  or  an  unresearched  expenditure 
difference  appears  on  the  report,  the  document  should  remain  in  the 
UDO  or  A/P  file,  as  appropriate.  A  note  should  be  made  in  the 
Remarks  block  of  the  transaction’s  original  ledger  entry,  indicating  the 
date  of  report  and  amount  of  the  expenditure.  The  "F/E"  block  should 
remain  open  until  the  final  payment  is  made  or  the  difference  is 
resolved  on  a  subsequent  report. 

c.  Reconcile  differences.  Compare  the  sum  of  the  amounts  in  the 
"AMOUNT"  and  "ADJ"  blocks  of  the  ledger  to  the  amount  in  the  "OBL/EXP" 
block  of  the  Comptroller’s  report.  If  a  variation  exists,  an  acceptable 
explanation  for  the  difference  must  be  determined.  In  most  instances,  these 
differences  can  be  explained  by  one  of  the  following: 

3.  Reconciling  the  account  balance.  After  all  differences  have  been 
explained  and  determined  to  be  either  an  "adjustment  to  the  local  ledger"  or  a 
"discrepancy  in  the  Comptroller’s  records",  the  next  phase  of  the  reconciliation 
process  can  be  performed  as  follows: 

a.  Determine  the  monetary  adjustments  required  for  the  local 
ledger.  This  involves  determining  the  amount  of  adjustment  required  to 
each  section  of  the  local  ledger,  i.e.,  purchases,  travel,  or  labor.  In  the 
adjustment  columns  of  the  Comptroller’s  report,  each  category  of  adjustment 
must  be  distinguished  by  some  method.  A  simple  means  to  distinguish 
between  adjustments,  ir  to  draw  circles  around  travel  amounts,  boxes  around 
labor  amounts,  and  leave  purchase  amounts  unmarked.  To  determine  the 
total  travel  adjustment,  add  all  circled  amounts  in  the  plus  column  and 
subtract  all  circled  amounts  in  the  minus  column.  The  resulting  figure 
should  be  recorded  at  the  bottom  of  the  columns  and  labeled  travel 
adjustment.  Repeat  this  procedure  for  labor  (boxed)  and  purchases  (not 
marked).  To  check  the  accuracy  of  these  figures,  sum  the  total  travel,  labor, 
and  purchase  adjustments  and 

compare  the  result  with  the  sum  of  the  adjustments  obtained  by  totaling  the 
amounts  in  both  columns. 

b.  Determine  the  adjusted  total  for  the  Comptroller’s  report. 

Adjust  the  totals  on  the  report  for  discrepancies  detected  in  the  Comptroller’s 
records. 
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c.  Determine  the  amount  of  unposted  transactions.  This  is 
analogous  to  determining  the  dollar  amount  of  outstanding  checks  when 
balancing  a  checkbook.  In  each  section  of  the  local  ledger,  sum  the  amounts 
of  the  transactions  that  have  not  posted  to  the  Comptroller’s  report. 
Obligations  should  be  enter  as  positive  and  cancellations  as  negative.  These 
transactions  are  identified  by  scanning  the  "OBL”  column  If  the  "OBL"  is 
blank,  the  transaction  has  not  appeared  on  the  Comptroller's  report.  These 
transactions  should  correspond  to  the  documents  that  remain  in  the  pending 
file. 


d.  Balance  each  section  of  the  ledger.  For  each  section  of  the  local 
ledger,  take  the  balance  of  the  section  and  add  or  subtract  the  corresponding 
adjustment  from  the  adjustment  columns  on  the  Comptroller’s  report.  Care 
should  be  taken  that  the  adjustment  is  made  in  the  right  direction,  i.e.,  a 
positive  adjustment  is  a  reduction  in  the  account  balance.  Next,  take  the 
adjusted  balance  from  the  Comptroller’s  report  and  subtract  the  amount 
oftotals  are  the  same  for  al  outstanding  documents  determined  in 
subparagraph  4  above.  If  both  of  these  1  purchases,  travel,  and  labor,  the 
account  is  in  balance.  If  the  account  does  not  balance,  an  error  was  made. 

4.  Posting  adjusting  entries.  Once  the  account  is  balanced,  the  adjustments 
may  be  "batch”  posted  to  the  local  ledger.  Entries  should  be  made  to  the 
adjustment  pages  of  the  purchase,  travel,  and  labor  sections  of  the  local  ledger. 
Individual  reference  entries  should  be  made  to  the  original  ledger  entries  of  each 
transaction  that  made  up  the  total  adjustment.  Sample  entries  are  shown  in 
Figure  14.11. 
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Figure  14.11  "Batch  Adjustment"  Entries 


5.  Taking  necessary  follow-up  action.  The  final  steps  m  the  reconciliation 
process  involve  the  following: 

a.  Send  a  memorandum  to  the  Comptroller  Department  indicating  the 
discrepancies  detected  in  the  Comptroller’s  report.  The  memorandum  usually 
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references  the  phone  conversation  with  the  analyst  and  is  sent  to  ensure  that 
corrective  action  is  taken. 

b.  Take  the  following  actions  to  identify  delinquent  transactions: 

(1)  Delinquent  Obligations.  Scan  the  "OBL"  column  of  the  local 
ledger  for  transactions  which  have  not  posted.  Examine  the  date  of 
the  transaction  to  determine  if  it  is  delinquent.  If  the  transaction 
should  have  posted,  the  reasons  for  it  not  posting  should  be 
researched. 

(2)  Delinquent  Orders.  Delinquent  orders  are  goods  and  services 
that  have  been  ordered,  but  have  not  been  received  within  a 
reasonable  amount  of  time.  Although  the  status  of  orders  should  be 
monitored  on  a  routine  basis,  the  reconciliation  process  presents  an 
excellent  opportunity  to  identify  and  research  these  items.  Identify 
delinquent  orders  by  scanning  the  ”RECT>"  block. 

(3)  Delinquent  Expenditures.  Delinquent  expenditures  are 
transactions  involving  goods  received  which  have  not  been  paid  for 
within  a  reasonable  amount  of  time.  The  government  usually  pays 
invoices  approximately  30  days  after  the  receipt  of  goods.  Allowing  for 
this  30  day  period  and  the  cutoff  date  of  the  monthly  accounting 
report,  any  purchases  that  appear  delinquent  might  warrant  research, 
especially  for  high  dollar  amounts.  Identify  delinquent  expenditures  by 
scanning  the  "F/E"  and  "REC’D”  columns  of  the  local  ledger. 

Year-end/Closeout  Procedures. 

Perhaps  the  most  critical  time  to  have  an  accurate  account  balance  is  near  the  end 
of  the  fiscal  year.  Because  funds  are  about  to  expire,  a  cost  center  must  be  careful  not  to 
over-obligate  funds  or  let  unused  funds  go  to  waste.  The  following  procedures  will  help  to 
ensure  the  most  efficient  use  of  funds  near  the  end  of  the  fiscal  year: 

1.  Validate  Undelivered  Orders  (UDO).  The  UDO  file  should  be  reviewed 
near  the  end  of  the  fiscal  year.  Contact  the  vendor  and/or  the  Supply  Department 
to  determine  if  the  goods  have  been  shipped  or  if  the  order  has  been  cancelled.  If 
the  vendor  is  unable  to  deliver  the  goods,  notify  the  Supply  Department  to  cancel 
the  order  and  re-obligate  the  funds.  Any  orders  cancelled  after  the  fund  authority 
expires  cannot  be  re-obligated. 

2.  Monitor  Travel  Obligations.  During  the  last  quarter  of  the  fiscal  year, 
estimates  for  travel  orders  should  be  closely  monitored.  Estimated  travel  costs  are 
normally  "ballpark"  figures,  which  may  vary  considerably  from  the  actual  settlement 
amounts.  Near  the  end  of  the  fiscal  year,  this  variance  may  result  in  an  over  or 
under  obligation  of  funds.  Cost  centers,  therefore,  should  improve  their  efforts 
during  this  period  to  more  accurately  estimate  travel  costs. 

3.  Reconcile  Records.  Records  should  be  reconciled  every  month.  Near  the 
end  of  the  fiscal  year,  the  Comptroller  Department  is  occupied  in  closing  out  the 
School’s  accounts;  providing  assistance  to  the  cost  centers  in  resolving  account 
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discrepancies  which  occurred  earlier  in  the  year  is  highly  unlikely.  In  other  words, 
don’t  wait  until  the  end  of  the  fiscal  year  to  reconcile  your  books! 

Closeout  Procedures. 

While  accounting  records  are  usually  maintained  for  a  36  month  period,  after 
the  year-end  report  in  October,  the  Comptroller  ceases  to  provide  monthly 
accounting  reports  for  any  previous  fiscal  year’s  accounts.  Without  these  reports 
the  cost  centers  can  no  longer  verify  the  expenditure  of  funds.  Cost  centers, 
however,  may  still  monitor  their  outstanding  orders  and  should  continue  to 
maintain  their  UDO  files  until  all  outstanding  orders  have  been  delivered.  As 
discussed  in  Chapter  3  funds  that  remain  in  an  obligated  status  after  the  two  year 
expenditure  availability  period  lapsed  into  the  "M"  account  and  remain  in  suspense 
until  obligated.  Having  funds  lapse  is  frowned  upon  and  cost  centers  should  make 
every  effort  to  have  goods  delivered  and  expended  to  preclude  prior  year  funds  from 
lapsing. 
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UNDERSTANDING 

the 

COMPTROLLER’S  MONTHLY  REPORT 

Introduction. 

The  Comptroller  Department  produces  a  monthly  report  which  reflects  the  financial 
information  contained  in  the  official  records  held  by  the  Navy  Regional  Finance  Center, 
Washington,  D.C.  The  report  is  usually  produced  by  the  3rd  of  each  month  and 
distributed  to  the  cost  centers  for  the  reconciliation  of  local  memorandum  accounting 
records.  This  Chapter  provides  a  detailed  explanation  of  how  to  interpret  the  information 
contained  in  the  report. 

How  to  Read  the  Comptroller’s  Monthly  Report. 

Due  to  differences  in  accounting  procedures  between  reimbursable  and  OPTAR 
accounts,  the  Comptroller’s  monthly  report  is  produced  in  one  of  two  formats;  the  Monthly 
OPTAR  Report  or  the  Reimbursable  Report. 

Report  Title  Accounts  involved 

Monthly  OPTAR  Report  Department  Operating  Funds  (OPTAR) 

Indirect  Cost  Account 
Direct  Funded  Research  (DFR) 

Chair  Account  (Honorary  position) 

Reimbursable  Report  Reimbursable  Research  Accounts 

Other  Reimbursable  Accounts 

Some  cost  centers  may  have  accounts  that  require  personnel  to  be  familiar  with 
both  report  formats;  others  will  require  familiarity  with  only  one.  Both  formats  are 
similar;  the  major  difference  being  the  incorporation  of  labor  costs  into  reimbursable 
accounts.  The  following  paragraphs  explain  how  to  read  each  of  these  reports. 

Monthly  OPTAR  Report. 

The  Monthly  OPTAR  Report,  illustrated  in  Figure  15.1,  can  be  divided  into  three 
basic  parts:  account  identification,  account  status,  md  transaction  information. 

I.  Aoeount  Identification.  The  upper  left  portion  of  the  report  provides  basic 
identifying  information,  i.e.,  the  account  holder,  the  location  of  account  holder, 
authorized  serial  and  document  numbers,  and  the  assigned  budget  analyst. 
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2.  Account  Status.  The  account  status,  located  in  the  upper  right  portion  of 
the  report,  shows  the  funds  authorized,  funds  obligated  and  the  remaining,  or 
unobligated,  balance  in  the  account.  As  funds  spent  on  travel  are  restricted,  the 
account  is  subdivided  into  travel  and  OPTAR  (other  than  travel)  amounts. 


3.  Transaction  Information.  The  transaction  information  section  provides 
detailed  accounting  information  on  transactions  that  have  posted  to  the 
Comptroller’s  records.  Transactions  are  sorted  on  the  report  by  document  number 
and  grouped  by  document  type,  e.g.,  "RQ"  for  open  purchases,  "TO"  for  travel 
orders,  etc. 

The  contents  in  each  column  of  the  report  are  described  below: 


COLUMN  TITLE  COLUMN  CONTENTS 

DOC#  This  column  reflects  the  document  number  and 

Accounting  Classification  Reference  Number  (ACRN) 
used  to  identify  each  transaction. 

JO#  This  column  reflects  the  Job  Order  Number  used  by 

the  accounting  system  to  identify  the  category  of 
expense. 
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This  column  is  used  to  provide  a  description  of  the 
transaction.  For  open  purchase  transactions,  it  reflects 
the  purchase  order  number.  For  other  transactions,  it 
indicates  the  source  of  supply  or  the  name  of  the 
traveler. 

This  column  identifies-the  status  of  the  transaction. 

The  codes  Eire: 

CO  /-  Cancelled  Order 
540  =  Obligation 

‘510  =  Obligation  (Accounts  Payable) 

610  =  Final  Expenditure 

This  column  is  used  to  record  the  original  estimate  of 
travel  cost.  The  amounts  are  adjusted  to  reflect 
amendments  to  the  original  orders.  The  amounts  do 
not  change,  however,  as  a  result  of  cancelling  the 
original  orders  or  for  differences  in  the  amount  of  final 
expenditure. 

This  column  is  a  calculation  column.  The  figures 
represent  the  amounts  actually  being  charged  against 
the  account  and  sum  to  the  total  travel  obligated. 

The  amounts  are  adjusted  for  amendments, 
cancellations,  and  final  expenditure  differences. 

This  column  is  used  to  record  the  amount  of  the 
original  purchase  obligation.  Amounts  in  this  column 
retain  their  integrity,  that  is,  amounts  do  not  change 
as  a  result  of  subsequent  information,  such  as,  price 
changes,  cancellations,  or  final  expenditure  differences.  ' 

This  column  is  a  calculation  column.  The  figures 
represent  the  amounts  actually  being  charged  against 
the  account  and  sum  to  the  total  OPTAR  obligated. 

The  amounts  sure  adjusted  for  price  changes, 
cancellations,  and  final  expenditure  differences. 


The  figures  in  this  column  represent  funds  paid, 
disbursed,  or  transferred. 

For  any  transaction,  if  an  amount  in  this  column 
equals  an  amount  in  one  of  the  "OBL/EXP''  columns, 
then  the  transaction  is  a  final  expenditure,  that  is, 
"paid  in  full”. 
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If  the  amount  in  this  column  is  less  than  the  amount 
in  the  "OBL/EXP"  column,  then  the  payment  is  a 
partial  payment  and  the  transaction  remains  in  an 
obligated  status. 

If  the  amount  in  this  column  exceeds  the  "OBL/EXP" 
amount,  it  is  considered  an  over-expenditure  and  is 
pending  research  by  the  Comptroller  Department.  The' 
amount  'm  the  "OBL/EXP"  column  will  remain  as  an 
obligation,  until  the  Comptroller  makes  an  adjustment 
to  either  the  "OBL/EXP"  amount  or  the  "EXPENDED 
•  AMOUNT'. 

UNPAID  The  amount  in  this  column  is  the  difference  between 

BALANCE  the  "OBL/EXP"  amount  and  the  "EXPENDED 

AMOUNT'. 


Reimbursable  Report. 

Like  the  Monthly  OPTAR  Report,  the  Reimbursable  Report  can  be  divided  into 
three  basic  parts:  account  identification,  account  status,  and  transaction  information.  The 
Reimbursable  Report  is  depicted  in 
Figure  15.2. 
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Figure  15.2  Reimbursables  Report 


1.  Account  Identification.  The  upper  left  portion  of  the  report  provides  basic 
identifying  information,  i.e.,  the  job  order  number,  the  account  holder,  the  location 
of  account  holder,  the  purpose  of  the  account  and  the  assigned  budget  analyst.  It 
is  important  to  note  the  expiration  date,  which  may  or  may  not  correspond  to  the 
end  of  the  fiscal  year. 
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2.  Amount  Status.  The  account  status,  located  in  the  upper  right  portion  of 
the  report,  shows  funds  authorized,  funds  obligated,  and  the  remaining,  or 
unobligated,  balance  in  the  account.  Since  reimbursable  accounts  may  be  charged 
with  labor  costs,  and  may  contain  a  travel  ceiling,  they  are  divided  into  three 
authorized  amounts;  labor,  travel  and  OPTAR. 

3.  Transaction  Information.  The  transaction  information  section  provides  \ 
detailed  accounting  information  on  transactions  that  have  posted  to  the 
Comptroller’s  records.  Transactions  are  sorted  on  the  report,  by  document  number, 
and  grouped  by  document  type,  e.g.,  "RQ"  for  open  purchases,  "TO"  for  travel 
orders,  etc. 

I 

The  contents  in  each  column  of  the  report  are  described  below: 


COLUMN  TITLE  COLUMN  CONTENTS 


DOC# 

ACCRN 


P.O.#/DOV# 


LABOR 

OBL/EXP 


TRAVEL 
ORIG  AMT 


TRAVEL 

OBL/EXP 


This  column  reflects  the  document  number  and 
Accounting  Classification  Reference  Number  (ACRN) 
used  to  identify  each  transaction. 

This  column  is  used  to  provide  a  description  of  the 
transaction.  For  open  purchase  transactions,  it  reflects 
the  purchase  order  number.  For  other  transactions,  it 
indicates  the  source  of  supply,  the  name  of  the 
traveler  or  the  pay  period  ended. 

This  column  is  a  calculation  column.  It  is  used  to 
record  the  labor  charges  computed  using  the 
appropriate  acceleration  rate.  These  expenses  should 
be  considered  a  final  expenditure.  If  they  are 
erroneous,  contact  the  budget  analyst.  The  amounts 
Bum  to  the  "LABOR  CHARGED  TO  DATE"  amount  in 
the  account  status  section. 

This  column  is  used  to  record  the  original  estimate  of 
travel  cost.  The  amounts  are  adjusted  to  reflect 
amendments  to  the  original  orders.  The  amounts  do 
not  change,  however,  as  a  result  of  cancelling  the  t 
original  orders  or  for  differences  in  the  amount  of  final 
expenditure. 

This  column  is  a  calculation  column.  The  figures 
represent  the  amounts  actually  being  charged  against 
the  account  and  sum  to  the  total  travel  obligated. 

The  amounts  are  adjusted  for  amendments, 
cancellations,  and  final  expenditure  differences. 
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OPTAR 
ORIG  AMT 


OPTAR 

OBL/EXP 


EXPENDED 

AMOUNT 


UNPAID 

BALANCE 


This  column  is  used  to  record  the  amount  of  the 
original  purchase  obligation.  Amounts  in  this  column 
retain  their  integrity,  that  is,  amounts  do  not  change 
as  a  result  of  subsequent  information,  such  as,  price 
changes,  cancellations,  or  final  expenditure  differences. 

This  column  is  a  calculation  column.  The  figures 
represent  the  amounts  actually  being  charged  against 
the  account  and  sum  to  the  total  OPTAR  obligated. 
The/amounts  are  adjusted  for  price  changes, 
cancellations,  and  final  expenditure  differences. 

The  figures  in  this  column  represent  funds  paid, 
disbursed  or  transferred,  for  TRAVEL  and  OPTAR 
transactions  only.  Labor  costs  post  to  the  "LABOR 
OBL/EXP"  column  as  a  final  expenditure  and  are  not 
reflected  in  this  column. 

For  any  transaction,  if  an  amount  in  this  column 
equals  an  amount  in  the  "TRAVEL  OBL/EXP"  or 
"OPTAR  OBL/EXP"  columns,  then  the  transaction  is  a 
final  expenditure,  that  is,  "paid  in  full". 

If  the  amount  in  this  column  is  less  than  the  amount 
in  either  the  "TRAVEL  OBLEXP"  or  "OPTAR 
OBL/EXP"  columns,  then  the  payment  is  a  partial 
payment  and  the  transaction  remains  in  a  obligated 
status. 

If  the  amount  in  this  column  exceeds  the  amount  in 
either  the  "TRAVEL  OBL/EXP”  or  "OPTAR  OBL/EXP”  , 
columns,  it  is  considered  an  over-expenditure  and  is  x 
pending  research  by  the  Comptroller  Department.  The 
amount  in  the  "TRAVEL  OBL/EXP"  and  "OPTAR 
OBL/EXP"  columns  will  remain  as  obligations,  until 
the  Comptroller  makes  the  necessary  adjustments. 

The  amount  in  this  column  is  the  difference  between 
the  amounts  in  the  respective  "OBL/EXP"  columns 
(excluding  LABOR)  and  the  "EXPENDED  AMOUNT". 


Interpreting  the  Comptroller’s  Monthly  Report. 

To  interpret  the  Comptroller’s  Monthly  Report,  an  understanding  of  how 
information  is  entered  into  the  report  is  required.  The  most  important  thing  in 
interpreting  the  report,  is  that  the  "OBL/EXP"  block  is  the  actual  amount  being  charged 
against  the  account.  To  understand  and  interpret  the  report,  familiarity  with  the 
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functions  of  three  columns  is  necessary;  the  "ORIG"  column  (whether  Travel  or  OPTAR), 
the  "OBI/EXP"  column,  and  the  "EXPENDED"  column. 

The  Comptroller  enters  an  initial  obligation  into  the  "ORIG"  column  and  the 
"OBL/EXP"  column.  It  is  entered  in  the  "ORIG"  column  to  record  the  original  amount  of 
the  obligation.  The  figures  in  this  column  do  not  change,  except  in  the  case  of  an 
amendment  to  travel  orders  where  the  obligation  is  adjusted  for  the  amount  of  the 
amendment.  The  obligation  is  entered  in  the  "OBL/EXP"  column  to  charge  the  account, 
as  this  is  a  calculation  column. 

Any  subsequent  change  to  an  obligation,  such  as  a  price  change,  is  recorded  in  the 
"OBL/EXP"  column.  The  amount  in  the  "ORIG"  column  retains  its  integrity,  i.e.,  it  is  not 
changed. 

Expenditures  post  to  the  "EXPENDED"  column  of  the  Comptroller’s  report.  If  the 
amount  entered  in  the  "EXPENDED"  column  agrees  with  the  "OBL/EXP"  column,  then  the 
transaction  is  a  final  expenditure.  However,  if  the  amount  entered  in  the  "EXPENDED" 
column  does  not  agree  with  the  "OBL/EXP"  column,  then  an  expenditure  difference  exists. 
Expenditure  differences  are  common  for  travel  transactions,  due  to  the  difficulty  in 
estimating  actual  travel  expenses.  Expenditure  differences  for  purchases,  are  usually  the 
result  of  discounts  offered  by  the  supplier  for  early  payment.  The  Comptroller  researches 
expenditure  differences  that  exceed  $10.  If  the  expenditure  difference  is  less  than  $10,  or 
if  it  is  greater  than  $10  and  the  Comptroller  determines  the  differences  to  be  valid,  then 
the  "OBL/EXP"  is  adjusted  to  agree  with  the  "EXPENDED”  amount. 

Some  examples  of  amounts  that  might  appear  on  the  Comptroller’s  report  (and 
their  interpretation)  are  shown  in  the  table  below: 


ORIG 

100.00 

100.00 

OBL/EXP 

100.00 

95.00 

EXPENDEDPROBABLE  EXPLANATION 

Obligation 

Price  change  -  $5.00,  account  charged  $95.00 

100.00 

100.00 

54.00 

Partial  payment;  unresearched  expenditure 
difference,  account  charged  $100.00 

100.00 

100.00 

129.00 

Unresearched  expenditure  difference,  account 
charged  $100.00 

100.00 

98.00 

98.00 

Discount  of  2%,  final  expenditure,  account 
charged  $98.00 

100.00 

134.00 

134.00 

Researched  expenditure  difference,  account 
charged  $134.00 
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ACCELERATED  LABOR  RATE  -  Labor  expense  recorded  in  such  a  manner  that  as  an 
employee  works  one  straight  time  hour,  the  expense  will  equal  the  employee’s  actual 
wage,  plus  an  "acceleration”  percentage  to  cover  the  cost  of  anticipated  leave  and  fringe 
benefits. 

ACCOUNTING  CLASSIFICATION  -  A  code  used  to  provide  a  uniform  system  of 
accumulating  and  reporting  information  related  to  public  voucher  disbursements/refunds. 

ACCOUNTS  PAYABLE  -  Amounts  due  the  public,  or  other  U.S.  Government  agencies, 
for  material  and  service  received,  wages  earned,  and  fringe  benefits  unpaid.  This  may 
include  amounts  billed,  or  billable,  under  contracts  for  progress  payments,  earnings  of 
contractors  held  back,  or  amounts  due  upon  actual  deliveries  of  goods  and  services. 

ACCOUNTS  RECEIVABLE  -  Amounts  due  from  debtors  on  open  accounts.  Under 
appropriated  funds,  amounts  due  from  debtors  for  reimbursements  earned  or  for 
appropriation  refunds  d  e. 

ACCRUAL  ACCOUNTING  -  Accrual  accounting  recognizes,  in  the  books  and  records  of 
account,  the  significant  and  accountable  aspects  of  financial  transactions,  or  events,  as 
they  occur.  Under  this  basis,  the  accounting  system  provides  a  current  systematic  record 
of  changes  in  assets,  liabilities  and  sources  of  funds  resulting  from  the  incurrence  of 
obligations  and  costs  and  expenses,  the  earning  of  revenues,  the  receipts  and  disbursement 
of  cash,  and  other  financial  transactions. 

ACTTVITY/SUB ACT1 V IT Y  GROUP  (AG/SAG)  -  Basic  purpose  for  which  an  activity 
proposes  to  spend  money  (i.e.,  Station  Operations,  F3). 

ADMINISTERING  OFFICE  (Major  Claimant)  -  The  office,  bureau,  systems  command,  or 
headquarters  assigned  responsibility  for  budgeting,  accounting,  reporting,  and  controlling 
obligations  and  assigned  expenditures  for  programs  financed  under  appropriation(s)  or 
subdivisions  of  an  appropriation.  The  responsibility  is  assigned  by  the  "Responsible 
Office." 

ADMINISTRATIVE  LIMITATION  -  A  limitation  imposed  within  an  administrative 
agency  upon  the  use  of  an  appropriation  or  other  fund  having  the  same  effect  as  a  fund 
subdivision  in  the  control  of  obligations  and  expenditures. 

AGENCY  -  Any  department,  office,  commission,  authority,  administration,  board. 
Government-owned  corporation,  or  other  independent  establishment  of  any  branch  of  the 
Government  of  the  United  States. 

ALLOCATION  -  An  authorization,  by  a  designated  official  of  a  component  of  the 
Department  of  Defense,  making  funds  available  within  a  prescribed  amount  to  an 
operating  agency  for  the  purpose  of  making  allotments  (i.e..  the  first  subdivision  of  an 
apportionment). 

ALLOTMENT  -  The  authority,  expressed  in  terms  of  a  specific  amount  of  funds,  granted 
by  competent  authority  to  commit,  obligate  and  expend  funds  for  a  particular  purpose. 
Funds  designated  for  general  operations  were  previously  provided  as  Operating  Budgets 
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(OPBUD).  The  term  Operating  Budget  has  been  eliminated  and  allotments  now  refer  to 
any  appropriated  funds  distributed  to  a  Fund  Administering  Activity 


Each  allotment’s  funds  must  be  separately  accounted  for.  Obligation  and 
expenditure  of  the  funds  may  not  exceed  the  amount  specified  in  the  allotment,  and  the 
purpose  for  which  the  authorization  is  made  must  be  adhered  to.  All  allotments  must  be 
accounted  for  until  the  appropriation  lapses,  or  until  all  obligations  are  liquidated, 
whichever  occurs  first. 

ANNUAL/ONE  YEAR  APPROPRIATION  -  An  appropriation  available  for  incurring 
obligations  only  during  the  fiscal  year  specified  in  the  Appropriation  Act. 

ANTI-DEFICIENCY  ACT,  31  UNITED  STATES  CODE  1341,  48-50;  1512-14,  17-19 
(formerly  part  of  Section  3679,  Revised  Statutes)  -  The  salient  features  of  this  Act 
include: 

(1)  Prohibitions  against  authorizing  or  incurring  obligations  or  expenditures  in  excess  of 
amounts  apportioned  by  the  Office  of  Management  and  Budget  or  in  excess  of 
amounts  permitted  by  agency  regulations; 

(2)  Establishment  of  procedures  for  determining  the  responsibility  for  violations  and  for 
reporting  violations  to  the  President,  through  the  Office  of  Management  and 
Budget,  and  to  the  Congress; 

(3)  Provisions  for  penalties  that  may  include  removal  from  office,  a  $5,000  fine,  or 
imprisonment  for  two  years;  and 

(4)  Requirements  for  the  apportionment  of  appropriations,  funds  or  contract  authority. 

APPEAL  -  Alternative  term  for  reclama;  usually  used  in  communications  with 
congressional  committees. 

APPORTIONMENT  -  A  determination  made  by  the  Office  of  Management  and  Budget, 
which  limits  the  amount  of  obligations  or  expenditures  which  may  be  incurred  during  a 
specified  time  period  (normally  by  fiscal  year  quarters  for  0&M,N  funds).  An 
apportionment  may  limit  all  obligations  to  be  incurred  during  the  specified  period  or  it 
may  limit  obligations  to  be  incurred  for  a  specific  activity,  function,  project,  object,  or  a 
combination  thereof. 


APPROPRIATION  -  A  part  of  an  appropriation  act  providing  a  specific  amount  of  funds 
to  be  used  for  designated  purposes.  Appropriations  are  divided  into  budget  activities  and 
further  divided  into  subactivities,  programs,  projects  and  elements  of  expense. 

APPROPRIATION  ACT  -  An  act  under  the  jurisdiction  of  an  appropriations  committee, 
which  provides  funds  for  federal  programs.  There  are  13  regular  appropriation  acts. 
Congress  also  passes  supplemental  appropriation  acts  when  required. 

APPROPRIATION  LIMITATION  -  A  statutory  limitation  within  an  appropriation  which 
cannot  be  exceeded  by  incurring  obligations  or  expenditures. 


APPROVED  PROGRAMS 

Fiogram  (FYDP). 


-  Resources  or  data  reflected  in  the  latest  Five  Year  Defense 
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ASSETS  -  Anything  owned  having  monetary  value.  Property,  both  real  and  personal, 
including  notes,  accounts,  and  accrued  earnings  or  revenues  receivable;  and  cash  or  its 
equivalent. 

AUDIT  -  The  systematic  examination  of  records  and  documents  to  determine: 

(1)  Adequacy  and  effectiveness  of  budgeting,  accounting,  financial  and  related  policies 
and  procedures; 

(2)  Compliance  with  applicable  statutes,  regulations,  policies  and  prescribed  procedures; 

(3)  Reliability,  accuracy  and  completeness  of  financial  and  administrative  records  and 
reports;  and 

(4)  The  extent  to  which  funds  and  other  resources  are  properly  protected  and 
effectively  used. 

AUTHORIZATION  -  Basic  substantive  legislation  enacted  by  Congress  that  sets  up,  or 
continues,  the  legal  operation  of  a  federal  program  or  agency.  Such  legislation  is  normally 
a  prerequisite  for  subsequent  appropriations,  but  does  not  usually  provide  budget 
authority. 

AUTHORIZATION  ACCOUNTING  ACTIVITY  -  An  activity  designated  by  the 
Comptroller  of  the  Navy  to  perform  accounting  for  another  shore  activity. 

BALANCED  BUDGET  -  A  budget  in  which  receipts  are  equal  to  or  greater  than  outlays. 

BASE  YEAR  -  Fiscal  year  basis  of  cost  estimates. 

BUDGET  -  A  plan  of  operations  for  a  fiscal  period  in  terms  of: 

(T)  Estimated  costs,  obligations  and  expenditures; 

(2)  Source  of  funds  for  financing  including  anticipated  reimbursements  and  other 
resources;  and 

(3)  History  and  workload  data  for  the  projected  programs  and  activities. 

BUDGET  AMENDMENT  -  A  proposal  submitted  to  the  Congress  by  the  President  after 
his  formal  budget  transmittal,  but  prior  to  completion  of  appropriation  action  by  the 
Congress,  that  revises  his  previous  budget  request. 

BUDGET  AUTHORITY  -  Authority  provided  by  law  to  enter  into  obligations  which 
generally  result  in  immediate  or  future  outlays  of  Government  funds.  The  basic  forms  of 
budget  authority  are:  appropriations,  contract  authority  and  borrowing  authority. 

BUDGET  CALL  -  Budget  planning  guidance  provided  from  higher  authority,  down  the 
chain  of  command. 

BUDGET  DEFICIT  -  The  amount  by  which  the  Government’s  budget  outlays  exceed  its 
budget  receipts  for  any  given  period.  Deficits  are  financed  primarily  by  borrowing  from 
the  public. 
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BUDGET  EXECUTION  -  The  accomplishment  of  the  plan  prepared  during  budget 
formulation.  It  is  the  process  established  to  achieve  the  most  effective,  efficient,  and 
economical  use  of  financial  resources  in  carrying  out  the  program  for  which  the  funds 
were  approved. 

BUDGET  FORMULATION  -  A  process  which  incorporates  those  actions  performed  in  the 
development,  review,  justification  and  presentation  of  budget  estimates. 

BUDGET  PROJECTS  -  Commodity  groups  for  navy  stock  fund  material. 

BUDGET  REQUEST  -  The  actual  budget  that  is  submitted  up  the,  chain  of  command. 

BUDGET  SURPLUS  (+)  OR  DEFICIT  (-)  -  The  difference  between  budget  receipts  and 
outlays. 

BUDGET  YEAR  -  The  year  following  the  current  fiscal  year  for  which  the  budget 
estimate  is  prepared.  For  example,  if  the  current  fiscal  year  is  Fiscal  Year  1989,  the 
budget  year  would  be  Fiscal  Year  1990. 

CEILING  -  A  maximum  amount  of  an  appropriation  imposed  by  Congress  which  is 
designated  for  a  specific  purpose,  (i.e.,  travel  funding). 

CIVIL  SERVICE  -  The  term  commonly  used  to  describe  service  performed  for  the  federal 
government  by  employed  civilians  who  have  competitively  attained  their  positions  and  who 
may  gain  tenure  by  continuing  satisfactory  performance. 

CIVILIAN  PERSONNEL  CEILING  -  Maximum  number  of  civilians  which  may  be 
employed  full-time  as  determined  by  appropriate  authority.  The  full-time  equivalent  of 
part-time  employment,  expressed  in  man-months,  is  included  in  the  ceiling. 

CLOSED  APPROPRIATION  ACCOUNT  -  An  appropriation  account,  the  balance  of 
which  has  been  transferred  to  the  Successor  "M"  Account  or  to  surplus.  The  appropriation 
recorded  in  the  account  is  lapsed. 

COMMITMENT  -  A  firm  administrative  reservation  of  funds  based  upon  firm 
procurement  directives,  orders,  requisitions,  authorizations  to  issue  travel  orders,  or 
requests  which  authorize  the  recipient  to  create  obligations  without  further  recourse  to  the 
official  responsible  for  certifying  the  availability  of  funds.  The  act  of  entering  into  a 
commitment  is  usually  the  first  step  in  the  process  of  spending  available  funds.  The 
effect  of  entering  into  a  commitment  and  the  i  ecording  of  that  commitment  on  the  records 
of  the  allotment  is  to  reserve  funds  for  future  obligations.  A  commitment  is  subject  to 
cancellation  by  the  approving  authority  if  it  is  not  already  obligated.  Commitments  are 
not  required  under  O&M  appropriations. 

COMMON  SERVICE  -  Nonreimbursable  service  that  has  been  directed  or  agreed  upon 
between  or  among  DOD  components  at  the  department  level. 
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COMMON  USE  FACILITY  -  A  building  or  structure  in  which  space  is  used  concurrently 
by  both  supplier  and  receiver. 

CONCURRENT  RESOLUTION  ON  THE  BUDGET  -  A  resolution  passed  by  both 
Houses  of  Congress,  but  not  requiring  the  signature  of  the  President;  sets  forth,  reaffirms 
or  revises  specified  congressional  budget  totals,  for  the  federal  government,  for  a  fiscal 
year. 

CONGRESSIONAL  BUDGET  -  The  budget  as  set  forth  by  Congress  in  a  concurrent 
resolution  on  the  budget.  These  resolutions  include: 

(1)  The  appropriate  level  of  total  budget  outlays  and  total  new  budget  authority; 

(2)  An  estimate  of  budget  outlays  and  new  budget  authority  for  each  major  functional 
category;  for  contingencies,  and  for  other  categories; 

(3)  The  amount  of  the  surplus  or  deficit  in  the  budget  (if  any); 

(4)  The  recommended  level  of  federal  revenues;  and 

(5)  The  appropriate  level  of  the  public  debt. 

CONSIGNMENTS  (PREVIOUSLY  UNFILLED  REQUISITIONS)  -  The  Request  for 
Contractual  Procurement  (NAVCOMPT  Form  2276)  which  does  not  obligate  the  requestor’s 
funds  until  the  copy  of  the  procurement  document  is  received. 

CONSOLIDATED  GUIDANCE  -  Annual  guidance  issued  by  the  Secretary  of  Defense 
which  provides  policy  guidance,  specific  programming  guidarce  and  fiscal  constraints  that 
must  be  observed  by  the  military  departments,  defense  agencies,  and  the  Joint  Chiefs  of 
Staff  in  the  formulation  of  force  structures  and  five  year  defense  programs,  and  by  the 
Secretary  of  Defense  staff  in  reviewing  proposed  programs. 

CONTINUING  OR  NO-YEAR  APPROPRIATION  -  An  appropriation  which  is  available 
for  incurring  obligations  for  an  indefinite  period  of  time.  Revolving  funds  are  included  in 
this  classification. 

CONTINUING  RESOLUTION  -  Congressional  action  to  provide  budget  authority  for 
specific  ongoing  activities  when  the  regular  fiscal  year  Appropriation  Act  has  not  been 
enacted  by  the  beginning  of  the  fiscal  year.  The  continuing  resolution  usually  specifies  a 
maximum  rate  at  which  the  agency  may  incur  obligations  and  is  sometimes  based  on  the 
rate  of  spending  of  the  prior  year. 

CONTROL  NUMBERS  -  Planning  limits  provided  by  a  major  claimant  or  a  local 
comptroller  to  a  subordinate  activity  or  department,  providing  an  estimate  of  the  next 
year’s  resources. 

COST  ACCOUNT  -  Accounts  established  to  classify  transactions,  according  to  the  purpose 
of  the  transactions.  Cost 

account  codes  are  also  used  to  identify  uniformly  the  contents  of  management  reports. 

COST  ACCOUNT  CODES  (CAC)  -  An  accounting  classification  which  states  specific 
aspects  of  functions  (i.e.,  Purchased  Electricity  [8350]). 
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COST  ACCOUNTING  -  Provides  information  as  to  who  has  spent  resources  and  for  what 
purpose. 

COST-BASED  BUDGET  -  A  budget  based  on  the  cost  of  goods  and  services  actually  to 
be  received  during  a  given  period  whether  paid  for  before  the  end  of  the  period  or  not. 

Not  to  be  confused  with  an  expenditure-based  budget,  which  is  based  on  the  cost  of  goods 
and  services  received  and  actually  paid  for. 

COST  CENTER  -  A  cost  center  is  a  subdivision  of  a  field  activity  or  a  fund 
administering  activity.  An  individual  cost  center  is  a  group  of  homogenous  service 
functions,  processes,  machines,  product  lines,  professional  and/or  technical  skills,  etc.  It  is 
an  organizational  entity  for  which  identification  of  costs  is  desired  and  which  is  amenable 
to  cost  control  through  one  responsible  supervisor. 

CROSS  SERVICE  -  Support  performed  by  one  activity  for  which  payment  is  required 
from  the  activity  receiving  the  support. 

CURRENT  YEAR  -  The  fiscal  year  in  progress. 

DEFERRAL  OF  BUDGET  AUTHORITY  -  An  action  of  the  President  that  temporarily 
withholds,  delays  or  precludes  the  obligation  or  expenditure  of  budget  authority.  A 
deferral  must  be  reported  by  the  President  to  Congress  in  a  deferral  message.  The 
deferral  can  be  overturned  if  either  house  passes  a  resolution  disapproving  it.  A  deferral 
may  not  extend  beyond  the  end  of  the  fiscal  year  in  which  the  message  reporting  it  is 
transmitted  to  Congress. 

DEFICIENCY  APPROPRIATION  -  An  act  passed  after  a  fiscal  year  has  expired,  to 
increase  funds  available  so  that  the  appropriation  has  a  positive  balance,  and  can  lapse  to 
the  successor,  or  "M"  account. 

DEOBLIGATION  -  A  downward  adjustment  of  previously  recorded  obligations.  This  may 
be  attributable  to  cancellation  of  a  project  or  contract,  price  revisions  or  corrections  of 
amounts  previously  recorded  as  obligations. 

DEPARTMENT  OF  THE  NAVY  FIVE-YEAR  PROGRAM  (DNFYP)  -  The  Navy’s 
official  programming  document,  this  publication  consists  of  volumes  or  booklets  and 
displays  the  Navy’s  portion  of  the  Five-Year  Defense  Program  (FYDP).  SECDEF  approved 
forces,  manpower  and  financial  data  are  given  for  each  Navy  Program  Element  for  the 
current,  budget  and  program  years. 

DIRECT  COSTS  -  Direct  costs  are  cost  incurred  directly  for  and  are  readily  identifiable 
to  specific  work  or  work  assignments. 

DIRECT  REIMBURSABLE  -  One  of  two  types  of  Reimbursable  Work  Orders  (RWOs) 
which  become  part  of  an  activity’s  gross  operating  budget.  This  type  includes  RWOs  for 
nonrecurring  products,  or  services  which  are  not  part  of  providing  for  the  activity’s 
mission,  and  for  which  no  regular  work  units  are  budgeted.  The  exact  cost  of  the  product 
service  will  be  charged  to  the  RWO  from  the  receiving  activity. 
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DISBURSEMENTS  -  In  budgetary  usage,  gross  disbursements  represent  the  amount  of 
checks  issued,  cash  or  other  payment  made  less  refunds  received.  Net  disbursements 
represent  gross  disbursements  less  income  collected  and  credited  to  the  appropriation  or 
fund  account,  such  as  amounts  received  for  goods  and  services  provided. 

DOD  PLANNING/PROGRAMMING/BUDGETING  SYSTEM  (PPBS)  -  An  integrated 
system  for  the  establishment,  maintenance  and  revision  of  the  FYDP  and  the  DOD 
budget. 

ECONOMY  ACT  ORDER  -  An  order  executed  for  materials,  work  or  services  to  be 
furnished  by  one  activity  for  another  under  the  authority  and  limitations  of  the  Economy 
Act  (31  U.S.  Code  1535). 

EXECUTION  -  The  operation  of  carrying  out  a  program  as  contained  in  the  approved 
budget.  Often  referred  to  as  "Budget  Execution." 

EXPENDITURE  -  A  charge  against  available  funds.  It  is  evidenced  by  voucher,  claim,  or 
other  document  approved  by  competent  authority.  Expenditure  represents  the  actual 
payment  of  funds. 

EXPENDITURE  AVAILABILITY  PERIOD  -  The  expenditure  availability  period  begins 
upon  completion  of  the  obligational  availability  period.  It  lasts  two  years,  during  which 
the  accounting  records  must  be  maintained  and  no  new  obligations  may  be  created. 

EXPENSES  -  Costs  of  operation  and  maintenance  of  activities  on  the  accrual  accounting 
basis.  Expenses  include,  but  are  not  limited  to,  the  cost  of: 

(1)  civilian  personnel  services; 

(2)  military  personnel  services; 

(3)  supplies  and  material  consumed  or  applied; 

(4)  travel  and  transportation  of  personnel; 

(5)  rental  of  facilities  and  equipment; 

(6)  equipment  (having  a  value  of  less  than  $15,000)  and 

(7)  services  received  (purchased  utilities,  leased  communications,  printing  and 
reproduction,  and  other).  The  cost  of  minor  construction  of  a  value  of  $200,000  or 
less  is  included  as  an  expense. 

EXPENSE  ELEMENT  -  An  expense  element  identifies  the  type  of  resource  being 
consumed  in  the  functional/subfunctional  category  or  program  element.  These  are  listed 
and  defined  by  NAVCOMPT  Manual,  Volume  2. 

EXPENSE  LIMITATION  -  The  financial  authority  issued  by  a  claimant  to  an 
intermediate  level  of  command  is  an  expense  limitation.  Amounts  therein  are  available 
for  issuance  of  operating  budgets  to  fund  administering  activity. 

EXPENSE  TYPE  APPROPRIATIONS  -  Appropriations  that  finance  the  cost  of  ongoing 
operations.  Within  DOD  they  are  normally  broken  down  into  two  main  subcategories: 
operations  and  maintenance,  and  military  personnel. 
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EXPIRED  APPROPRIATION  -  An  appropriation  which  is  no  longer  available  for 
obligation,  but  is  still  available  for  disbursement  to  liquidate  existing  obligation. 

FENCES  -  Explicit  limitations  (ceilings  and  floors)  on  uses  of  funds  provided  in  the 
appropriation  act  by  Congress. 

FINANCIAL  INFORMATION  PROCESSING  CENTER  (FIPC)  -  A  financial  services 
organization  whose  mission  is  to  provide  authorization  accounting  and  reporting  for: 
operating  budgets  and  allotments,  commercial  bill  paying,  disbursing,  civilian  payroll, 
plant  property  accounting  and  financial  reporting  of  cash  transactions  for  customer 
activities. 

FISCAL  YEAR  (FY)  -  Accounting  period  beginning  1  October  and  ending  30  September 
of  the  following  year.  The  fiscal  year  is  designated  by  the  calendar  year  in  which  it  ends. 
Fiscal  Year  1990  begins  on  1  October  1989  and  ends  30  September  1990. 

FISCAL  POLICY  -  Federal  policies  on  taxes,  spending  and  debt  management,  intended  to 
promote  the  nation’s  goals,  particularly  with  respect  to  employment,  gross  national 
product,  inflation  and  balance  of  payments.  The  budget  process  is  a  major  vehicle  for 
determining  and  implementing  fiscal  policy. 

FIVE-YEAR  DEFENSE  PROGRAM  (FYDP)  -  The  FYDP  summarizes  all  approved 
programs  of  the  entire  Department  of  Defense.  Resources  or  inputs  required  for  five  years 
are  combined  with  military  outputs  of  programs  for  the  same  period.  The  FYDP  is 
expressed  in  terms  of  programs,  program  elements  and  resource  categories. 

1.  Mission  Operations 

2.  Administration 

3.  Supply  Operations 

4.  Maintenance  of  Material 

5.  Property  Disposal 

6.  Medical  Operations 

7.  Base  Services 

8.  Maintenance  of  Real  Property 

9.  Utility  Operations 

10.  Other  Engineering  Support 

11.  Minor  Construction 

12.  Personal  Support 

FIXED  PRICE  (FP)  -  A  dollar  amount  upon  which  two  government  activities  agree  that 
a  service  will  cost.  Once  agree,  the  service  must  be  provided  by  the  servicing  activity  at 
that  price  regardless  of  what  it  costs  the  servicing  activity  to  perform  the  service.  The 
purpose  of  such  pricing  is  to  reduce  accounting  costs.  Such  prices  should  not  be  based 
upon  "ball  park  estimates,"  only  upon  knowledge  of  the  total  job.  A  form  of  fixed  price  is 
a  unit  rate  per  hour,  day  or  month  charged  for  Materials  Handling  Equipment  (MHE)  or 
service.  Such  unit  rates  are  computed  at  least  semi-annually  upon  a  basis  of  actual  cost. 

It  may  be  a  Reimbursable  Work  Order  (RWO)  accepted  for  a  stated  amount  to  be  billed 
upon  completion  of  the  RWO.  Expenses  incurred  in  excess  of,  or  for  less  than,  the  agreed 
amount  will  constitute  a  gain  or  loss  to  the  performing  Expense  Operating  Budget. 
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FLOOR  -  A  minimum  amount  of  an  appropriation  imposed  by  Congress  which  is 
designated  for  a  specific  purpose,  (i.e.,  Maintenance  of  Real  Property). 

FRINGE  BENEFITS  (FRINGE)  -  The  cost  of  the  government’s  share  of  a  civilian 
employee’s  retirement,  life  insurance,  health  insurance,  social  security,  and  thrift  savings 
plans. 

FUNCTIONAL  CLASSIFICATION  -  A  system  of  classifying  budget  resources  by  major 
purpose  so  that  budget  authority,  outlays  and  credit  activities  can  be  related  in  terms  of 
the  national  needs  being  addressed  (e.g.,  national  defense,  health)  regardless  of  the  agency 
administering  the  program.  A  function  may  be  divided  into  two  or  more  subfunctions, 
depending  upon  the  complexity  of  the  national  need  addressed  by  that  function. 

FUNCTIONAL  MANAGER  -  A  person  (manager)  responsible  for  a  specific  area,  such  as 
Financial  Inventory,  Stock  Material  Sales,  Housing  and  Utility  Costs,  Flying  Hour  Costs, 
Ship  Overhaul,  Steaming  Hour  Reports,  etr 

FUNCTIONAL/SUBFUNCTIONAL  CATEGORY  (F/SFC)  -  Subfunctional  categories  are 
more  detailed  grouping  within  the  functional  category  grouping.  They  are  used  to 
accumulate  expenses  separately  for  various  functions  encompassed  by  a  single  functional 
category.  Combined  they  provide  a  classification  which  states  what  functions  will  be 
performed  (i.e.,  Administration  [D1J). 

FUND  ADMINISTERING  ACTIVITY  (FAA)  -  Refer  to  Responsibility  Center. 

FUND  AVAILABILITY  -  The  amount  of  obligational  authority  in  a  fund  or  fund 
subdivision. 

FUND  SUBDIVISION  -  A  segment  of  an  appropriation  or  other  fund,  created  by  funding 
action  as  an  administrative  means  of  controlling  obligations  and  expenditures  within  an 
agency. 

FUNDED  REIMBURSEMENT  -  A  reimbursement  in  which  the  performing  activity 
receives  a  written  order. 

GENERAL  EXPENSES  -  Costs  incurred  by  general  cost  centers  which  are  not  incurred 
for,  and  are  not  readily  identifiable  with,  specific  direct  job  orders  and  which  are  not 
included  in  the  indirect  expense  of  the  direct  cost  centers. 

GENERAL  LEDGER  -  The  general  ledger  is  the  book  of  accounts  in  which  all  accounting 
entries  are  ultimately  summarized.  It  is  maintained  by  an  authorization  accounting 
activity  for  each  operating  budget/allotment  holder.  It  is  designed  so  that  summary 
reports  of  all  financial  transactions  can  be  readily  prepared  for  management. 

GROSS  ADJUSTED  OBLIGATIONS  -  The  sum  of  all  liquidated  and  unliquidated 
obligations. 


Appendix  A 
Page  (255) 


Glossary 

GROSS  DISBURSEMENTS  -  Represents  the  amount  of  checks  issued,  cash  or  other 
payments  made,  less  funds  received. 

HOST  ACTIVITY  -  The  activity  that  provides  facilities  to  another  activity  and  may 
supply  services. 

IMPOUNDMENT  -  Any  action  or  inaction  by  an  officer  or  employee  of  the  Federal 
Government  that  precludes  the  obligation  or  expenditure  of  budget  authority  provided  by 
the  Congress. 

IMPREST  FUND  -  Fixed  amount  of  cash  used  to  make  minor  expenditures  for  local 
commercial  purposes.  Payments  from  the  fund  are  reimbursed  from  time  to  time  to 
maintain  a  fixed  amount  in  the  fund. 

INCREMENTAL  FUNDING  -  Providing  budget  authority  for  those  obligations  which  are 
expected  to  be  incurred  in  a  given  fiscal  year. 

INDIRECT  EXPENSE  -  Indirect  expenses  are  costs  incurred  by  direct  cost  centers  which 
are  not  incurred  directly  for  and  are  not  readily  identifiable  with  specific  job  orders 
established  for  the  accomplishment  of  assigned  work. 

INDUSTRIAL  FUND  -  A  revolving  fund  established  at  industrial  type  activities,  where 
products  or  services  are  provided  to  external  users.  The  purpose  of  the  fund  is  to  provide 
a  more  effective  means  of  controlling  costs;  establish  a  flexible  means  for  financing, 
budgeting  and  accounting;  encourage  the  creation  of  buyer-seller  relationships;  place 
budgeting  and  accounting  on  a  more  commercial  basis;  and  encourage  cross-servicing 
between  military  departments.  Charges  to  the  fund  are  made  for  procurement  of 
materials,  services  and  labor.  The  fund  is  reimbursed  by  proceeds  from  the  sale  of 
products  and  services. 

INDUSTRIAL  PLANT  EQUIPMENT  -  Equipment  with  a  value  of  at  least  $5,000  that 
cuts,  abrades,  bends  or  otherwise  reshapes  or  reforms  materials. 

INPUT  BUDGETING  -  A  budgetary  method  which  focuses  on  the  cost  of  the  objects  or 
inputs. 

INTEGRATED  DISBURSING  AND  ACCOUNTING  (IDA)  -  Processing  system  designed 
to  improve  the  Navy’s  current  accounting  and  disbursing  systems.  The  IDA  system 
incorporates  the  use  of  integrated  data  bases  for  concurrent  accounting  and  expensing 
transactions. 

INTERNAL  AUDIT  -  The  independent  appraisal  activity  within  an  organization  for  the 
review  of  the  accounting,  financial, 

and  related  operations  as  a  basis  for  protective  and  constructive  services  to  management. 

INTERSERVICE  SUPPORT  -  Support  provided  by  one  Federal  Agency,  or  subdivision 
thereof,  to  another  Federal  Agency,  or  subdivision  thereof,  when  at  least  one  of  the 
participating  agencies  or  subdivisions  is  the  Department  of  Defense,  or  a  DOD  component. 
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INTRASERVICE  SUPPORT  -  Action  on  the  part  of  one  activity  to  provide  support  to 
another  activity  within  the  same  DOD  component  or  other  federal  agency. 

INVESTMENT- TYPE  APPROPRIATIONS  -  Appropriations  for  investment  type  items  as 
opposed  to  ongoing  operations.  The  investment  category  is  essentially  split  into  two  areas: 
procurement  and  military  construction. 

INVOICE  -  This  term  includes  contractor  requests  for  payment,  travel  claims  and  other 
miscellaneous  vouchers. 

INVOICE  CERTIFICATION  -  Invoice  certification  (also  called  receipt  certification)  is  a 
statement  placed  on  an  invoice,  or  a  receiving  document  related  to  an  invoice,  certifying 
that  the  goods  or  services  were  received. 

JOB  ORDER  -  Two  definitions  are  used: 

(1)  A  formal  instruction  to  perform  certain  work  according  to  specifications,  estimates, 
etc.; 

(2)  Descriptive  of  a  cost  system  whereby  costs  are  accumulated  by  job  orders. 

JOINT  USE  FACILITY  -  A  separate  building  or  structure  that  is  occupied  jointly,  when 
specific  space  has  been  designated  for  the  sole  use  of  each  of  the  occupants. 

LABOR  DISTRIBUTION  -  The  vehicle  which  transfers  the  actual  cost  of  labor  to  the  job 
order  cost  accounting  system. 

LABOR  DISTRIBUTION  CARD  -  A  card  which  identifies  hours  spent  day  by  day  for 
each  job  order  applicable  to  their  effort. 

LAPSED  APPROPRIATION  -  An  appropriation  whose  undisbursed  balance  is  no  longer 
available  for  disbursement,  as  the  two  year  expenditure  availability  period  has  ended. 

LIABILITIES  -  Amounts  of  money  owed  to  others  for  goods  and  services  received,  or  for 
assets  acquired.  Liabilities  include  accrued  amounts  earned,  but  not  yet  due  for  payment, 
and  progress  payments  due  to  contractors. 

LIMITATION  -  A  statutory  restriction  within  an  appropriation,  or  other  authorization,  or 
fund  which  establishes  the  maximum  amount  which  may  be  used  for  specific  purposes. 

LIQUIDATED  OBLIGATION  -  An  obligation  that  is  matched  with  an  expenditure. 

MAJOR  CLAIMANT/SUBCLAIMANT  (Administering  Office)  -  A  major  claimant  is  a 
bureau/office/command/headquarters  which  is  designated  as  an  administering  office  under 
the  Operation  and  Maintenance  appropriations  in  NAVCOMPT  Manual,  Volume  2, 

Chapter  2.  Navy  major  claimants  receive  appropriated  allocations  directly  from  the  Chief 
of  Naval  Operations  Fiscal  Management  Division  (OP-82).  Subclaimants  are 
bureaua/offices/  commands  designated  as  administering  office  which  receive  a  subclaimant 
allocation  from  a  m^jor  claimant. 
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MARK  -  Decision  by  line  item  indicating  a  change  (usually  a  decrease)  in  a  budget 
request. 

MEMORANDUM  ACCOUNT  -  An  account,  usually  stated  in  financial  terms,  but  not 
always  a  part  of  the  basic  double-entry  system  of  accounts,  used  for  obtaining  data 
required  for  control,  reporting  or  other  purposes. 

MIDYEAR  REVIEW  OF  THE  BUDGET  -  A  budget  execution  review  to  determine  the 
adequacy  of  present  funding  levels,  to  update  unfunded  requirements  to  the  next  level  in 
the  financial  chain-of-command,  and  to  update  the  budget  submission  being  prepared  for 
delivery  to  Congress. 

MILS  TRIP/MILS  TRAP  -  The  Military  Standard  Requisitioning  and  Issue  Procedures 
(MILSTRIP)  system  provides  a  standardized  language  of  codes  and  coding  techniques,  and 
a  standard  set  of  forms  for  requisitioning  and  issue  transactions. 

The  Military  Standard  Transaction  Reporting  and  Accounting  Procedures 
(MILSTRAP>  system  provides  uniform  procedures,  codes  and  documents  for  use  in 
transmitting  receipt,  issue,  and  adjustment  data  between  inventory  managers  and  stock 
points  in  support  of  supply  and  financial  management. 

MINOR  NEW  CONSTRUCTION  -  Describes  construction  costing  from  $1  to  $200,000; 
however,  construction  projects  costing  from  $25,000  to  $200,000  can  only  be  processed  as 
Minor  Construction  if  so  urgently  required  that  authorization  and  funding  cannot  possibly 
be  delayed  for  a  regular  Military  Construction  (MILCON)  program.  Projects  costing  $1  to 
$25,000  are  always  funded  by  the  Navy  appropriation  for  Operation  and  Maintenance. 
Projects  costing  over  $25,000  up  to  $200,000  will  be  funded  by  Navy  appropriations  for 
Military  Construction. 

MINOR  PROPERTY  -  Navy  personal  property  acquired  for  immediate  use,  and  having  a 
unit  cost  of  less  than  $5,000. 

MULTI-YEAR  APPROPRIATIONS  -  Appropriations  available  for  incurring  obligations 
for  a  definite  period  in  excess  of  one  fiscal  year. 

NAVY  INDUSTRIAL  FUND  -  A  revolving  industrial  fund  which  finances  industrial  and 
commercial  type  activities,  that  produce  and  furnish  goods  or  render  services  to  other 
activities  on  a  reimbursable  basis. 

NAVY  STOCK  FUND  -  A  revolving  fund  that  finances  inventory  for  issues  to  fleet  and 
shore  units,  and  is  reimbursed  by  its  customers  for  issues  made. 

NEW  OBLIGATIONAL  AUTHORITY  (NOA)  -  Authority  to  incur  obligations  becoming 
newly  available  for  a  given  fiscal  year,  authorized  by  current  and  prior  actions  of  the 
Congress. 

NONAPPROPRIATED  FUNDS  -  Monies  derived  from  sources  other  than  Congressional 
Appropriations,  primarily  from  the  sale  of  goods  and  services  to  DOD  military  and  civilian 
personnel  and  their  dependents.  Used  to  support  or  provide  essential  morale,  welfare, 
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recreational  and  certain  religious  and  education  programs.  Another  distinguishing 
characteristic  of  these  funds  is  the  fact  that  no  accountability  for  them  exists  in  the  fiscal 
records  of  the  Treasury  of  the  United  States. 

OBJECT  CLASSIFICATION  -  A  uniform  classification  identifying  the  transactions  of  the 
federal  government  by  the  nature  of  the  goods  or  services  purchased  (i.e.,  personnel 
compensation,  supplies  and  materials,  equipment),  without  regard  to  the  agency  involved 
or  the  purpose  of  the  programs  for  which  they  are  used. 

OBLIGATION  -  A  duty  to  make  a  future  payment  of  money.  The  duty  is  incurred  as 
soon  as  an  order  is  placed,  or  a  contract  is  awarded  for  the  delivery  of  goods  and  the 
performance  of  services.  It  is  not  necessary  that  goods  actually  be  delivered,  or  services 
actually  be  performed,  before  the  obligation  is  created;  neither  is  it  necessary  that  a  bill, 
or  invoice,  be  received  first.  The  placement  of  an  order  is  sufficient.  An  obligation  legally 
encumbers  a  specified  sum  of  money  which  will  require  outlayfs)  or  expenditure(s)  in  the 
future. 

OBLIGATION  AVAILABILITY  PERIOD  -  Appropriations  have  a  specific  obligational 
availability  period,  or  duration,  which  can  be  grouped  as  either  annual  or  multi-year. 
Generally,  the  duration  of  this  period  is  consistent  with  the  funding  characteristics  of  the 
appropriation. 

OBLIGATIONAL  ACCOUNTING  -  A  method  of  keeping  track  of  the  cumulative  total  of 
resources  for  which  authority  to  spend  has  been  passed  for  a  particular  fiscal  year. 

OBLIGATIONAL  AUTHORITY  -  Three  definitions  may  apply: 

(1)  An  authorization  by  Act  of  Congress  to  procure  goods  and  services  within  a 
specified  amount  by  appropriation  or  other  authorization. 

(2)  The  administrative  extension  of  such  authority,  as  by  apportionment  or  funding. 

(3)  The  amount  of  authority  so  granted. 

OFFICE  OF  MANAGEMENT  AND  BUDGET  (OMB)  -  Established  as  the  Bureau  of 
Budget  by  the  Budget  and  Accounting  Act  of  1921;  renamed  in  1970.  Major  functions 
include: 

(1)  Assist  the  President  in  preparation  of  the  budget  and  the  formulation  of  the  fiscal 
program; 

(2)  Supervise  and  control  the  administration  of  the  budget;  and 

(3)  Aid  the  President  to  bring  about  more  efficient  and  economical  conduct  of 
government  service. 

OFFSETTING  COLLECTIONS  -  Moneys  received  by  the  government,  as  a  result  of 
business-type  transactions  with  the  public  (sale  of  goods  and  services),  or  as  a  re.  ult  of  a 
payment  from  one  government  account  to  another.  Such  collections  are  netted  in 
determining  budget  outlays. 

OFFSETTING  RECEIPTS  -  All  collections  deposited  into  receipt  accounts  that  are  offset 
against  budget  authority  and  outlays,  rather  than  reflected  as  budget  receipts  in 
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computing  budget  totals.  Under  current  budgetary  usage,  cash  collections  not  deposited 
into  receipt  accounts  (such  as  revolving  fund  receipts  and  reimbursements)  are  deducted 
from  outlays  at  the  account  level.  These  transactions  are  offsetting  collections,  but  are 
not  classified  as  "offsetting  receipts." 

OPEN  APPROPRIATION  ACCOUNT  -  An  appropriation  account,  the  balance  of  which 
has  not  been  carried  to  the  successor  account,  or  to  surplus.  The  appropriation  recorded 
in  the  account  may  be  unexpired  or  expired. 

OPERATING  AND  SUPPORT  COSTS  -  Those  recurring  costs  associated  with  operating, 
modifying,  maintaining,  supplying,  and  supporting  a  weapon/support  system  in  the  DOD 
inventory. 

OPERATING  BUDGET  (OB)  -  An  operating  budget  is  the  annual  budget  of  an  activity 
stated  in  terms  of  subactivity  group  codes,  functional/subfunctional  categories  and  cost 
accounts.  It  contains  estimates  of  the  total  value  of  resources  required  for  the 
performance  of  the  mission,  including  reimbursable  work  or  services  for  others.  It  also 
includes  estimates  of  workload  in  terms  of  total  work  units  identified  by  cost  accounts. 

The  term  "Operating  Budget"  is  now  obsolete  -  refer  to  "Allotment" 

OPERATING  BUDGET  PLAN  -  An  estimate  of  monetary  needs  for  a  fiscal  year, 
developed  by  cost  center  managers  and  the  activity  comptroller  by  accounting  group  and 
subaccounting  group. 

OPERATING  TARGET  (OPTAR)  -  An  administrative,  rather  that  legal,  limitation  on 
expenditures  provided  to  an  afloat  operating  unit  or  department  ashore. 

OPERATION  AND  MAINTENANCE,  NAVY  (0&M,N)  -  An  appropriation  of  funds  from 
Congress  intended  to  finance  the  basic  day-to-day  operation  of  the  fleet,  and  principal 
shore  activities  of  the  Navy,  issued  to  Operating  Budget  (OB)  holders  for  normal  expenses 
incurred  in  operating  and  maintaining  an  activity. 

ORDERING  ACTIVITY  -  An  activity  which  originates  a  requisition,  or  order,  lor 
procurement,  production,  or  performance  of  work  or  services  by  another  activity. 

OTHER  PROCUREMENT,  NAVY  (OPN)  -  An  appropriation  of  funds  established  for  the 
financing  of  specialised  systems,  programs,  or  activities  not  funded  by  0&M,N.  OPN 
funds  are  investment  type  appropriations  used  for  the  purchase  of  m^jor  end  items  of 
equipment  or  other  end  items  of  equipment  with  a  unit  value  of  $15.000  or  more. 

OUTLAYS  -  Checks  issued,  interest  accrued  on  the  public  debt,  or  other  payments,  net  of 
refunds  and  reimbursements.  Total  budget  outlays  consist  of  the  sum  of  the  outlays  from 
appropriations  and  funds  in  the  budget,  less  receipts. 

PAST  YEAR  -  The  fiscal  year  immediately  preceding  the  current  year;  the  last  completed 
fiscal  year. 

PERFORMANCE  BUDGET  -  A  budget  which  focuses  attention  upon  the  general 
character,  and  relative  importance,  of  the  work  to  be  done  by  taking  as  its  basis  the 
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estimated  cost  of  programs,  functions,  and  projects  designed  to  accomplish  the  mission. 

For  example,  the  cost  of  a  function;  that  is,  operating  a  rifle  range,  communications 
center,  motor  pool,  etc.;  versus  the  cost  of  "things";  that  is,  supplies,  equipment,  personnel 
services,  etc. 

PERFORMING  ACTIVITY  -  An  activity  which  is  responsible  for  performing  work  or 
services,  including  the  production  of  material  and/or  the  procurement  of  goods  and  services 
from  other  contractors  and  activities. 

PLANNING  ESTIMATE/OPERATING  TARGET  (OPTAR)  HOLDER  -  A  planning 
estimate/OPTAR  Holder  is  a  person  granted  administrative  control  of  a  designated  amount 
of  funds.  Planning  estimates/OPTARs  are  issued  by  operating  budget/  allotment  holders 
to  departments,  divisions,  etc.,  within  a  fund  administering  activity. 

PLANT  PROPERTY  -  Navy  owned/controlled  real  and  personal  property,  of  a  capital 
nature,  with  a  value  exceeding  $5,000.  Plant  property  is  located  in  naval  shore 
establishments. 

PRESIDENT’S  BUDGET  -  The  budget  for  a  particular  fiscal  year;  transmitted  to  the 
Congress,  by  the  President,  in  accordance  with  the  Budget  and  Accounting  Act  of  1921,  as 
amended. 

PRINCIPAL  ITEMS  -  A  relatively  small  number  of  very  high  cost  major  end  items, 
which  are  procured  through  investment  appropriations  and  normally  managed  by  a 
hardware  command.  Principal  items  are  normally  issued  to  Navy  end  users  without 
charge. 

PROGRAM  -  A  combination  of  program  elements  designed  to  express  the  accomplishment 
of  a  definite  objective,  or  plan.  Programs  are  aggregations  of  program  elements,  and,  in 
turn,  aggregate  to  the  total  FYDP. 

PROGRAM  COST  CATEGORIES  - 

(1)  Research  and  Development  - 

Those  program  costs  primarily  associated  with  Research  and  Development  efforts, 
including  the  development  of  a  new,  or  improved,  capability  to  the  point  where  it  is 
ready  for  operational  use.  These  costs  include  equipment  costs  funded  under  the 
RDT&E  appropriations  and  related  Military  Construction  appropriation  costs.  They 
exclude  costs  which  appear  in  the  Military  Personnel,  Operation  and  Maintenance 
and  Procurement  Appropriations. 

(2)  Investment  - 

Those  program  costs  required  beyond  the  development  phase  to  introduce  into 
operational  use  a  new  capability;  to  procure  initial,  additional,  or  replacement 
equipment  for  operational  forces;  or  to  provide  for  major  modifications  of  an  existing 
capability.  They  include  Procurement  and  Military  Construction  appropriation  costs, 
and  exclude  RDT&E,  Military  Personnel,  and  Operation  and  Maintenance 
appropriation  costs. 
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(3)  Operating  - 

Those  program  costs  necessary  to  operate  and  maintain  the  capability.  These  costs 
include  Military  Personnel  and  Maintenance 

PROGRAM  DECISION  MEMORANDUM  (PDM)  -  A  document  which  provides  decisions 
of  the  Secretary  of  Defense  on  POMS  and  the  JPAM. 

PROGRAM  ELEMENT  -  A  description  of  a  mission  by  the  identification  of  the 
organizational  entities,  and  resources  needed  to  perform  the  assigned  mission.  Resources 
consist  of  forces,  manpower,  material  quantities,  and  costs,  as  applicable.  The  Program 
Element  is  the  basic  building  block  for  the  FYDP. 

PROGRAM  OBJECTIVES  MEMORANDUM  (POM)  -  A  memorandum  in  prescribed 
format,  submitted  to  the  Secretary  of  Defense  by  the  secretary  of  a  military  department  or 
the  director  of  defense  agency,  which  recommends  the  total  resource  requirements  within 
the  parameters  of  the  published  Secretary  of  Defense  fiscal  guidance. 

PROGRAMMING  COST  -  Cost  data  for  making  program  decisions.  Programming  costs 
are  based  on  sets  of  factors  which  will  provide  consistent  cost  data  under  the  same,  or 
similar,  circumstances,  and  which  are  directly  related  to  the  explicit  elements  of  the 
program  decision. 

PROJECT  -  A  planned  undertaking  having  a  finite  beginning  and  ending;  involving 
definition,  development,  production  and  logistic  support  of  a  major  weapon  or  weapon 
support  system  or  systems.  A  project  may  be  the  whole  or  part  of  a  program.  A 
Designated  Project  is  a  project  which,  because  of  its  importance  or  critical  nature,  has 
been  selected  for  intensified  project  management. 

PROJECT  MANAGER  -  The  individual  responsible  for  executing  an  approved  project, 
within  well-defined  boundaries  of  time,  resource,  and  performance  requirements. 

PROJECT  ORDER  -  A  specific,  definite,  and  certain  order  between  Navy  activities  for 
work  or  manufacture  of  supplies,  material  or  equipment;  which,  for  the  purpose  of 
obligation,  assumes  the  characteristics  of  orders  or  contracts  placed  with  commercial 
enterprises. 

PROMPT  PAYMENT  ACT  -  Legislation  that  requires  the  Federal  Government  to  pay 
interest  on  late  payments  made  on  contracts  and  purchase  orders. 

REAPPORTIONMENT  -  A  revision  of  an  annual  "apportionment”  during  the  fiscal  year, 
either  upwards  or  downwards. 

REAPPROPRIATION  -  Congressional  action  to  restore  the  obligational  availability, 
whether  for  the  same  or  different  purposes,  of  all  or  part  of  the  unobligated  portion  of 
budget  authority  in  an  expired  account.  Obligational  availability  in  a  current  account 
may  also  be  extended  by  a  subsequent  appropriation  act. 

RECEIVABLES  -  A  collective  term  used  to  describe  amounts  due  or  to  become  due  from 
others,  usually  within  a  relatively  short  time. 
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RESCISSION  -  A  legislative  action  which  cancels  budget  authority  previously  provided  by 
Congress. 

RECLAMA  -  A  formal  appeal  in  the  DON/DOD  decision-making  process  through  which  an 
issue  that  has  been  disapproved  (in  whole  or  part)  may  be  resubmitted  for  further 
consideration. 

RECONCILIATION  -  A  process  in  which  Congress  includes  a  budget  resolution 
"reconciliation  instructions"  to  specific  committees,  directing  them  to  report  legislation 
which  changes  existing  laws;  usually  for  the  purpose  of  decreasing  spending  or  increasing 
revenues  by  a  specified  amount  by  a  certain  date.  The  reported  legislation  is  then 
considered  as  a  single  "reconciliation  bill." 

REFUNDS  -  Recoveries  of  excess  payments  which  are  for  credit  to  an  appropriation  or 
fund  account.  These  items,  such  as  the  recovery  of  a  salary  overpayment  or  a  return  of 
the  unused  portion  of  a  travel  advance,  will  not  be  included  as  reimbursements,  but  will 
be  treated  as  reductions  of  disbursements.  Refunds  will  also  include  credits  to  an 
appropriation,  or  fund  account,  due  to  accounting  adjustment  relating  to  obligations  or 
disbursements,  where  such  procedure  is  permitted  by  law  or  regulations. 

REIMBURSABLE  EXPENDITURE  -  An  expenditure  made  for  another  agency,  fund,  or 
appropriation,  or  for  a  private  individual,  firm  or  corporation,  which  subsequently  will  be 
recovered. 

REIMBURSABLE  OPTAR  -  Funds  provided  by  a  tenant  to  a  host  command  in  return 
for  the  host’s  providing  specified  and  mutually  agreed  upon  services. 

REIMBURSABLE  WORK  ORDER  (RWO)  -  A  request  to  provide  a  product,  or  service, 
to  the  requestor  which  may  entail  expenditure  of  labor,  material,  services  or 
subcontractual  support  to  fulfill  the  request,  and  with  funds  coming  from  outside  the 
activity’s  allotment. 

REIMBURSEMENTS  -  Amounts  received  by  an  activity  for  the  cost  of  material,  work,  or 
services  furnished  to  others,  for  credit  to  an  appropriation  or  other  fund  account. 

REPROGRAMMING  -  The  transfer  of  funds  between  programs  of  an  appropriation;  a 
shifting  of  funds  from  the  original  purpose  for  which  they  were  justified  by  Congress. 

REQUEST  FOR  CONTRACTUAL  PROCUREMENT  -  A  reimbursable  order  normally 
used  to  provide  funds  for  direct  citation  on  contracts  or  requisitions.  These  citations  are 
of  the  requestor’s  fund,  vice  those  of  the  performing  contracting  activity. 

RESCISSION  BILL  -  A  bill,  or  joint  resolution,  that  provides  for  cancellation,  in  whole 
or  in  part,  of  budget  authority  previously  granted  by  the  Congress. 


RESOURCE  AUTHORIZATION  -  Title  of  the  Funding  Document  NAVCOMPT  2168-1, 
NAVCOMPT  372,  etc.,  authorizing  Obligation  and/or  Expense/Military  Services  Authority 
(funds). 
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RESOURCE  MANAGEMENT  SYSTEM  (RMS)  -  The  formalized  system  by  which  the 
Navy  tracks  and  accounts  for  financial  resources  provided  to,  and  employed  by,  Navy 
ashore  commands  within  the  Operations  and  Maintenance  Appropriation. 

RESOURCES  -  Resources  consist  of  military  and  civilian  personnel,  material  on  hand 
and  on  order,  and  the  entitlement  to  procure  or  use  material,  utilities  and  services. 

RESPONSIBLE  OFFICE  -  The  office,  bureau,  systems  command,  or  Headquarters,  U.S. 
Marine  Corps  which  has  assigned  the  responsibility  for  overall  management  for  all 
programs  financed  by  an  appropriation.  The  Director,  CNO  Fiscal  Management  Division 
(OP-82)  is  the  responsible  office  for  all  Navy  appropriations,  except  RDT&EN 
appropriation.  The  Headquarters,  U.S.  Marine  Corps  is  the  responsible  office  for  all 
Marine  Corps  appropriations.  The  Assistant  Secretary  of  the  Navy  (Research,  Engineering 
Systems)  is  the  responsible  office  for  RDT&EN- 

RESPONSIBILITY  CENTER  -  An  activity  listed  in  the  Standard  Navy  Distribution  List. 
Several  activities  may  be  combined  in  one  responsibility  center  when  the  individual 
activities  are  considered  small  enough  to  justify  the  combination,  or  when  operational 
requirements  make  the  combination  necessary.  Although  the  term  "Responsibility  Center" 
has  recently  been  replaced  by  the  term  "Fund  Administering  Activity",  it  is  still  frequently 
found  in  naval  directives. 

RETAIL  STOCK  -  Control  of  requirements  for  this  material  is  determined  by  the  local 
retail  stock  point  based  upon  guidance  from  the  Fleet  Material  Support  Office.  (Material 
is  pulled  to  the  stock  point.) 

REVENUES  -  Money  collected  by  the  federal  government  as  duties,  taxes,  or  as 
premiums  from  social  insurance  programs. 

REVOLVING  FUND  -  A  fund  established  to  finance  a  cycle  of  operations,  in  which 
reimbursements  and  collections  are  returned  for  reuse  in  a  manner  that  will  maintain  the 
principal  of  the  fund;  (e.g.,  working  capital  funds,  industrial  fund). 

SECONDARY  ITEMS  -  DON  stock  fund  material,  a  large  quantity  of  which  are 
relatively  inexpensive.  Items  include  consumables,  repair  parts,  and  depot  repairables. 

SEQUESTRATION  -  The  automatic  process  of  reducing  federal  outlays,  invoked  through 
the  Office  of  Management  and  Budget  and  the  General  Accounting  Office,  when  the 
Congress  and  the  President  are  unable  to  enacv  \t  ^ropriation  acts  that  meet  the  Gramm- 
Rudman-Hollings  mandated  deficit  levels. 

SERVICES  REQUEST  -  An  order  for  services  to  be  performed;  issued  by  one  activity, 
organization,  or  private  party,  to  another.  Documents  utilized  for  this  purpose  are  the 
Order  for  Work  and  Services  (NAVCOMPT  Form  2275),  Requisition  (DD  Form  1345),  and 
Request  for  Issue  or  Turn-in  (DD  Form  1150).  The  accepted  order  is  the  basic  source  of 
authority  to  incur  costs  and  perform  work. 
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SNAPSHOT  -  The  estimate  of  the  projected  deficit  for  the  upcoming  fiscal  year;  made  by 
the  Congressional  Budget  Office  and  the  Office  of  Management  and  Budget,  on  August  15 
each  year,  under  the  provisions  of  the  Gramm-Rudman-Hollings  Act. 

SOLE  USE  FACILITY  -  A  building  or  structure  that  is  designated  for  the  exclusive  use 
of  the  receiver.  Identifiable  costs  are  reimbursable. 

SPECIFIC  JOB  ORDER  -  A  job  order  established  for  the  accomplishment  of  specified 
work,  with  an  estimated  completion  date,  and  for  which  summarization  of  cost  incurred  is 
desired  upon  completion. 

SPENDING  PLAN  -  A  fund  administering  activity’s  documented  budget  execution  plan 
detailing  how  it  intends  to  spend  that  fiscal  year’s  funds. 

STABILIZED  RATES  -  Rate  stabilization  is  the  development  and  utilization  of 
predetermined  rates  for  billing  customers  for  work. 

STANDARD  DOCUMENT  NUMBER  -  A  15  character  number  assigned  to  each 
document;  prepared  and  processed  as  inputs  to  the  financial  system.  The  first  six 
positions  represent  the  unit  identification  code  (UIC)  of  the  issuing  activity. 

STANDING  JOB  ORDER  -  A  job  order  established  to  provide  for  services  in  connection 
with  the  maintenance  and  operation  of  the  activity  during  a  specified  period. 

STORES  ACCOUNT  -  An  account  reflecting  the  cost  and/or  the  quantity  of  supplies  on 
hand,  and  available  for  issue. 

SUBHEAD  -  A  four  digit  numerical,  or  alpha-numeric  number,  identifying  the  first  level 
subdivision  of  an  appropriation;  used  primarily  for  administration,  accounting  and  control 
of  an  appropriation. 

SUCCESSOR  'M"  ACCOUNT  -  Upon  lapse  of  annual  and  multiple-year  appropriations, 
the  obligated,  but  unexpended,  balances  merge/transfer  into  the  Appropriations  Successor 
"M"  Account. 

SUPPLEMENTAL  APPROPRIATION  -  An  appropriation  enacted  as  an  addition  to  a 
regular  annual  appropriation  act.  Supplemental  appropriations  provide  additional  budget 
authority  beyond  original  estimates,  for  programs  or  activities  which  are  too  urgent  to  be 
postponed  until  the  next  regular  appropriation. 

SUPPORTING  ACTIVITY  -  An  activity  that  provides  only  services  to  another  activity. 

SURCHARGE  -  A  specified  percentage  of  costs  added  to  the  regular  charges  on  a 
customer’s  bill.  Normally  the  customer  is  a  government  department  outside  the 
Department  of  Defense,  a  foreign  government,  or  private  party. 

SURPLUS  -  The  amount  by  which  revenues  exceed  outlays. 
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TENANT  ACTIVITY  -  An  activity  that  uses  facilities  and  receives  support  from  another 
activity. 

TOTAL  OBLIGATIONAL  AUTHORITY  (TOA)  -  TOA  is  the  total  amount  of  funds 
available  for  programming  in  a  given  year,  regardless  of  the  year  the  funds  are 
appropriated,  obligated  or  expended.  TOA  includes  new  obligational  authority; 
unprogrammed  or  reprogrammed  obligational  authority  from  prior  years;  reimbursements 
not  used  for  replacement  of  inventory  in  kind;  advance  funding  for  programs  to  be 
financed  in  the  future;  and  unobligated  balances  transferred  from  other  appropriations. 

TRANSACTION  (FINANCIAL)  -  The  conduct  of  business  involving  the  participation  of 
two  or  more  parties,  for  the  purpose  of  exchanging  goods,  or  services,  for  money  or  other 
considerations.  A  transaction  is  comprised  of  various  stages  before  completion.  The 
function  of  an  accounting  system  is  to  identify,  classify  and  record  transactions. 

TRANSFERRING  -  Moving  funds  between  appropriations;  requires  prior  approval  from 
Congress. 

UNDELIVERED  ORDERS  -  An  undelivered  order  is  any  document,  meeting  the  criteria 
of  an  obligation,  issued  for  material  or  services  that  have  not  as  yet  been  received  by  the 
ordering  activity.  It  includes  material  requisitions  (also  applicable  to  reimbursable  orders) 
issued  for  material  to  be  delivered  from  a  stock  funded  inventory;  purchase  orders  issued 
which  cite  annual  appropriations;  and  overhead  materials  requisitions  issued  by  modified 
industrial  activities  whose  operations  are  principally  financed  by  reimbursable  orders. 

UNDISTRIBUTED  DISBURSEMENTS  -  Disbursements  not  processed  by  the 
authorization  accounting  activity  against  obligation  records. 

UNFUNDED  REIMBURSEMENTS  -  Unfunded  reimbursements  result  when  work,  or 
services,  are  provided  without  a  specific  order.  Reimbursement  for  user  charges  (i.e. , 
commissary  surcharge)  and  jury  duty  fees,  are  examples. 

UNFUNDED  REQUIREMENTS  -  Those  programs  and  functions  which  cannot  be 
performed  within  the  constraints  of  the  funding  control  numbers  assigned  to  an  activity. 

UNIFORM  CHART  OF  EXPENSE  ACCOUNTS  -  The  Uniform  Chart  of  Expense 
Accounts  provides  a  basis  for  classifying,  and  charging,  all  expenses  to  the  Navy  for  doing 
business.  It  facilitates  comparisons  and  combinations  of  budget  and  accounting  reports, 
and  brings  budgeting  and  accounting  information  into  line  with  the  programming  part  of 
the  FYDP. 

UNLIQUIDATED  OBLIGATIONS  -  Outstanding  obligations  with  no  matching 
expenditures. 

UNMATCHED  DISBURSEMENTS  -  Disbursements  that  cannot  be  matched  to  existing 
obligations. 
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VOUCHER  -  Any  document  which  is  evidence  of  a  transaction,  showing  the  nature,  and 
amount,  of  the  transaction.  It  usually  indicates  the  accounts  in  which  the  transaction  is 
to  be  recorded. 

VOUCHER  NUMBER  -  A  serial  number  assigned  to  a  voucher  used  to  make  payments 
to  a  contractor  for  delivery  of  supplies,  or  performance  of  a  service. 

WARRANT  -  An  official  document  issued  by  the  Secretary  of  the  Treasury,  and 
countersigned  by  the  Comptroller  General  of  the  United  States,  by  which  monies  are 
authorized  to  be  withdrawn  from  the  Treasury.  Warrants  are  issued  after  appropriations, 
and  similar  congressional  authority,  have  been  enacted. 

WHOLESALE  STOCK  -  Stock  requirements  and  availability  is  determined  by  the 
appropriate  wholesale  Navy  inventory  control  point.  (Material  is  pushed  to  the  stock 
point  by  the  appropriate  inventory  control  point.) 

WORK  MEASUREMENT  -  The  process  of  establishing  performance  standards  in  terms  of 
hours  per  work  unit.  Some  of  the  principal  techniques  used  are:  stopwatch  observations; 
synthesis  of  predetermined  standards;  work  sampling;  and  statistical  inference  from 
historical  data.  The  principal  purpose  of  the  standards  is  to  compare  the  work  performed 
with  the  manhours  expended.  Such  information  may  be  used  for  personnel  planning, 
work  scheduling,  budget  justification,  and  cost  control. 

WORK  UNIT  -  Work  uni„o  are  measures  of  output  that  express  volume  of  work; 
conversely,  manhours  and  dollars  are  measures  of  input  required  to  produce  work  units  or 
perform  work. 

WORKING  CAPITAL  FUND  -  A  revolving  fund  used  as  a  source  of  financing  for  work 
that  will  be  paid  for  by  the  customer  after  the  completion  of  the  job. 

WORK-IN-PROCESS  ACCOUNT  -  Temporary  investment  of  cost  into  customer  requested 
work  which,  as  yet,  is  unbilled. 

YEAR-TO-DATE  (YTD)  -  Cumulative  totals  lodged  against  job  orders,  or  cost  accounts, 
from  the  beginning  of  the  fiscal  year  to  current  date. 

ZERO  BASED  BUDGETING  (ZBB)  -  A  systematic  process  in  which  management 
undertakes  the  careful  examination  of  the  basis  for  allocating  resources,  in  conjunction 
with  the  formulation  of  budget  requests  and  program  planning.  Generally,  ZBB  involves 
displaying  budget  requests  across  varying  performance  levels  and  priorities. 
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List  of  References 


DIRECTIVE 


DATE  DESCRIPTION 


ACCOUNTING: 


NAVPGSCOLINST  4235.2 

25  Sep  86 

NAVPGSCOLINST  3900.1 

13  Oct  83 

NAVPGSCOLINST  3900.2 

8  Dec  83 

NAVPGSCOLINST  3900.4 

11  Mar  87 

NAVPGSCOLINST  4235.2 

25  Sep  86 

PURCHASES: 

Supply  Department’s 

FY90  Customer  Service 
Manual 

NAVPGSCOLINST  3900.2 

8  Dec  83 

NAVPGSCOLINST  4400.1 

6  Dec  83 

NAVPGSCOLINST  4400.2 

11  Jan  89 

NAVPGSCOLINST  7200.  IE 

15  Apr  83 

NAVPGSCOL  NOTICE  7200 

14  Apr  89 

Management  and  Financial  Control 
Procedures  For  NPS  Operating  Funds. 

Administration  and  Management  of 
Research  Reimbursables  Received  at 
NPS. 

Chair  Professorships 

Management  of  Research  at  NPS 
Under  Direct  Funding. 

Management  and  Financial  Control 
Procedures  for  NPS  Operating  Funds. 


A  guide  for  procurement  and 
disposition  of  material  and  supplies. 
Provides  basic  information  about  NPS 
supply  services  and  preparation  of 
required  documents. 

Accountability  of  Books  Purchased 
through  Reimbursable  Research  Funds. 

Requisition/Receipt  Procedures  for 
Supplies. 

Policies  and  Procedures  for  Purchasing 
Restricted  Items. 

Fees  &  Expenses  to  Visiting 
Lecturers/Consultants. 

Fees  for  Guest  Lectures/Consultants 
(Honorariums). 


Appendix  B 
Page  (271) 


List  of  References 


DIRECTIVE 

DATE 

DESCRIPTION 

TRAVEL: 

Joint  Federal  Travel 
Regulations 

Sets  forth  Federal  Travel 

Entitlements. 

NAVPGSCOLINST  4650.4B 

22  May  87 

Policy  for  Official  Travel  Performed  By 
NPS  Personnel. 

NAVPGSCOL  NOTICE  5050 

27  Apr  89 

Reduction  in  Military  and  Civilian 
Travel  Costs. 

NPS  Travel/Country 

Clearance  Handbook 

Document  preparation  procedures  for 
travel  outside  CONUS. 

LABOR: 

NRFCWASHINST  7410.3A 

30  Dec  83 

Recording  and  Reporting 
AttendanceUeave  of  Civilian 

Employees. 

Department  of  the  Navy, 
Office  of  Civilian  Personnel 
Management 

Sep  86 

Managing  To  Payroll  Desk  Guide. 

SECNAVINST  12510.9 

26  Aug  86 

Delegation  of  Position  Classification 
Authority  and  Position  Management 
Responsibility  Consistent  with  Payroll 
Management. 

TRAINING: 

NAVPGSCOLINST  12410.1E 

1  Jul  86 

Training  and  Development  of  Civilian 
Employees. 
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Figure  C.2  Organization  of  the  Naval  Postgraduate  School 
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Figure  C.3  NPS  Comptroller  Department  Organization 
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TRANSPORTATION  OF  THINGS 

MOVEMENT  OF  HOUSEHOLD  GOODS  (PCS  MOVES 

EQUIPMENT  RENTAL/LEASE 
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MAINTENANCE  ADR  MINOR  PRO? EFT Y 

MAINTENANCE  PLANT  PROPERTY 
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Figure  DJ2  FY  90  Operating  Budget  Job  Orders 
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Job  Order  Numbers/ 
Expense  Element  Codes 


EXPENSE  ELEMENT  CODES  ' 


Description 


MUitiry  Peraonnel-lndudes  the  coat  of  the  aervices  of  active  force  military 
perionnei  computed  at  the  standard  rttea.  Excluder  the  coat  of  tralneea  and 
unatsigned  peraonnel. 

Military  Tralnees-lndudea  the  atandard  rate  coat  of  office rt,  cadeta,  midshipmen, 
and  enliated  peraonnel  (irdudtni  recruin)  undergoing  permanent  change-of 
nation  training  at  a  aervlce  or  civilian  school,  training  center,  induatrial  con¬ 
cern,  or  similar  organization,  and  who  are  assigned  to  student  detachments  (for 
workload  purpose,  work  units  wQl  include  all  students,  reprdlesa  of  source)  (for 
use  only  by  the  Bureau  of  Naval  Personnel  and  Headquarters.  U.S.  Marini  Corps). 

Military  Personnel  Unassigned -Includes  the  standard  rate  cost  of  patienti, 
prisoners,  and  other  military  personnel  not  identifiable  with  a  apedflc  function 
and  not  otherwise  accounted  for,  such  at  personnel  AWOL  or  missing  for  30 
days  or  more  and  peraonnel  awaiting  separation  or  duty  assigrunenl  regardless  of 
where  located  (fur  use  only  by  the  Bureau  of  Naval  Personnel  and  Headquarters. 
U.S.  Marine  Corps). 

Purchased  Equipment  Maintenance  (Intri-DOD)-Indudes  coat  of  purchased 
maintenance,  overhauls,  restricted  and  technical  availabilities  of  ships,  overhauls 
and  progrcislve  aircraft  reworka  (PAR's),  and  rework  and  repair  of  equipment, 
vehicles,  and  tanks  when  purchased  from  organizations  within  the  Department 
of  Defense. 

Travel  of  Ptrsonnel-Includes  the  cost  of  travel  and  transportation  of  personnel  as 
defined  for  object  class  21.  Includes  transposition  such  as  commercial  trans¬ 
portation  charges,  rental  of  passenger-carrying  vehicles,  mileage  allowances  and 
lolls,  aubslstence  for  travelers  such  as  per  diem  allowances,  and  incidental  travel 
expenies  such  as  baggage  transfer  and  telephone  expenses.  Also  includes  per 
diem  allowances  of  a  civilian  traveler  and  immediate  family  and  round  trip  ex¬ 
penses  of  transportation  to  aeek  permanent  residence  quarters  incident  to 
permanent  transfer  or  reemployment.  Travel  costs  will  be  costed  to  the  cost 
account  for  which  the  (rave!  is  performed  (see  par.  075)64  for  funding  policy 
concerning  permanent  change-of  statlon  (PCS)  expenses^. 

Transportation  of  Things,  Military  Airlift  Command-Indudes  the  coat  of  transpor¬ 
tation  of  things  as  defined  for  object  class  22  when  shipment  is  made  via  Mdilary 
AJrlift  Command. 

Transportation  of  Things,  Commercial  Alr-lnclude»  the  cost  of  transportation  of 
things  as  defined  for  object  dail  22  when  shipment  is  made  via  commercial  air. 
Excludes  shipments  made  via  conlract  hire  aircraft  (QUICKTRANS). 

Transportation  of  Things,  Military'  Sealift  Command -Includes  the  coal  of  transpor¬ 
tation  of  things  is  defined  for  object  class  22  when  shipment  is  via  MSC. 

Transportation  of  Things,  Inlsnd  Transportalion-lndudes  the  cost  of  transporta¬ 
tion  of  things  as  defined  for  object  class  22  when  inland  shipment  is  via  rail, 
truck,  or  other  Inland  transportation. 

Transportation  of  Things,  QUICKTRANS-Indudes  the  cost  of  transportation  of 
tilings  as  defined  for  object  class  22  when  shipment  is  via  commercial  contract 
hire  aircraft. 
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Job  Order  Numbers/ 
Expense  Element  Codes 


FXITNSI-:  n.FMFM  COOFS 


Code  Description 

L  Transportation  of  Things,  Other — Includes  the  cost  of  transportation  of 

things  as  defined  for  object  class  22  when  shipment  is  not  covered  by  one 
of  the  types  of  shipment  described  for  expense  element  codes  F  through  K. 

M  Utilities  and  Rents— Includes  the  cost  of  heat,  power,  water,  gas,  electricity, 

and  other  utility  services  except  transportation  and  communication  serv¬ 
ices.  Includes  the  cost  of  rents  of  land,  structures,  and  equipment  (other 
than  transportation  equipment).  Corresponds  to  the  utilities  and  rents  por¬ 
tion  of  object  class  23. 

N  Communications— Includes  the  cost  of  communications  as  defined  for  that 

portion  of  ohjcct  class  23  identified  as  communications  services.  Includes 
charges  for  the  transmission  of  messages  from  place  to  place,  contractual 
telephone  and  teletype  service,  postage  (other  than  parcel  post),  rental  of 
post  ('Mice  boxes,  and  telephone  installation  charges. 

O  Service  Tianxfcrs,  Unfunded — This  element  of  expense  will  be  used  to  ac- 

ciuiiiil.iic  the  unfunded  (military  personnel  services)  charges  and  credits 
made  within  the  same  operating  budget.  Includes  charges  and  credits 
resulting  front  functional  category  transfers,  cost  center  transfers,  and 
overhead  application  or  distribution.  The  net  total  of  this  element  of  ex¬ 
pense  for  the  operating  budget  will  be  zero.  A  worksheet  should  be 
prepared  to  ensure  that  the  benefiting  job  orders  and  expense  element  code 
(i  .ne  chaignl  and  offset  by  credits  to  the  applicable  job  order  and  ex¬ 
pense  element  code  O.  The  net  result  by  “expense  element”  will  be  zero. 

I1  Purchased  I  <|tilpnicii!  Maintenance  (Commercial)— Includes  cost  of  pur- 

chased  maintenance,  oserhauls,  restricted  and  technical  availabduies  of 
slaps :  osei hauls  and  progressive  aircraft  reworks  (PAR’S);  and  rework 
and  i cp.iir  of  equipment,  vehicles,  and  tanks  when  purchased  from  com- 
nuiwuil  sources  or  organizations  outside  the  Department  of  Defense. 

f,1  Purchased  Services.  Oilier — Includes  the  cost  of  other  servics  as  defined  for 

object  class  2<  except  for  purchased  equipment  maintenance  as  prescribed 
in  expense  element  code  P.  Also  includes  storage  of  household  goods  in- 
culcni  to  petmanent  transfer  or  reemployment. 

R  Aiici.iit  POI  —Includes  the  cost  of  propulsion  petroleum  and  interrelated 

addi'ivcs  am!  lubricants  consumed  by  aircraft  in  flight  operations  (excludes 
POI  consumed  during  maintenance). 

S  Ship  POI —Includes  t he  cos:  of  propulsion  petroleum  and  interrelated  ad- 

ditives  and  lulu icanls  consumed  by  ships  and  service  craft  assigned  l o  ships 
★  T  Supplies  — Includes  the  cost  of  all  oiher  consumable  items  as  defined  in  ob¬ 

ject  class  26,  supplies  and  material  (see  par  026002)  except  for  those  in¬ 
cluded  m  expense  elements  R,  S,  and  V  for  fuel.  Also  included  is  aircraft 
POI.  consumed  during  maintenance  and  the  cost  of  O&M  funded  end  items 
of  equipment  having  a  useful  life  of  less  than  1  year.  (To  be  effective 
tluougli  30  March  1985). 

*T  Supplies— Includes  the  cost  of  all  consumable  items  as  defined  for  object 

class  26  (also  includes  aircraft  POL  consumed  during  maintenance  and 
the  ensi  ol  ()\M  funded  end  items  of  equipment  having  a  useful  life  of 
less  ihan  I  year)  except  those  included  under  expense  clc.  ~nts  R.  S,  and 
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Job  Order  Numbers/ 
Expense  Element  Codes 


EXPENSE  ELEMENT  CODES 


Description 


includes  estate  costs,  subsistence  of  traveler  and  immediate  family  while 
occupying  temporary  quarters,  and  allowance  for  miscellaneous  moving 
expenses  Incident  to  permanent  transfer  or  reemployment. 

Other  POI.— Includes  the  cost  of  petroleum,  oil  and  lubricants  used  for  other 
limn  aircraft  or  ship  propulsion,  such  as  fuel  used  in  heating,  generating 
power,  making  artificial  gas,  operating  motor  vehicles,  operating  powered 
maierluls  handling  equipment,  labor-saving  devices,  and  service  craft 
assigned  to  commands  and  staffs,  special  combat  forces  and  shore  stations. 

FY  1 9K8— Equipment.  Includes  the  cost  of  end-items  of  equipment  defined 
In  object  class  31,  Equipment  (par.  026002)  purchased  with  O&M  funds. 
Includes  plunl  property  classes  3  and  4  (equipment  and  industrial  plant 
equipment  respectively)  with  a  unit  Cost  between  $5,000  and  $14,999.99, 
an. I  those  hems  costing  in  excess  of  $1 5,000  which  qualify  for  O&M  financ¬ 
ing  (Navy  Stock  Account  issues  or  standard  items;  i.e. ,  items  listed  in  the 
Management  List — Navy,  not  carried  but  authorized  for  local  purchase). 
Also  includes  minor  property  with  a  unit  value  of  less  than  $5,000  and 
other  plant  properly  equipment  items  listed  in  pars.  03630M  or  036401-2 
excluded  from  plant  property  reporting. 

FY  198'— Equipment.  Includes  the  cost  of  end-items  of  equipment  defined 
in  ol'iect  class  31  Equipment  (par.  026002)  purchased  with  O&M  funds. 
Includes  minor  property  with  a  unit  cost  of  less  than  $5,000  and  other 
plan:  proper!)  equipment  items  listed  in  pars.  036301-4  or  036401-2  ex¬ 
cluded  from  plant  property  reporting.  Also  includes  those  items  costing 
in  excess  of  $5,000  which  qualify  for  O&M  financing  (Navy  Stock  Ac¬ 
count  issues  or  standard  items;  i.e.,  items  listed  in  the  Management  List— 
Navy ,  not  carried  but  authorized  for  local  purchase). 

FY  1986—  Equipment.  Includes  the  cost  of  end-items  of  equipment  defined 
in  object  cluss  31  Equipment  (par.  026002)  purchased  with  O&M  funds. 
Includes  plant  property  classes  3  and  4  (equipment  and  industrial  plant 
equipment  respectively)  with  a  unit  cost  between  $1,000  and  $2,999.99, 
mid  those  hems  costing  in  excess  of  $3,000  which  qualify  for  O&M  financ¬ 
ing  (Navy  Slock  Account  issues  or  standard  items;  i.e.,  items  listed  in  the 
Management  List — Navy,  not  carried  but  authorized  for  local  purchase). 
Also  includes  minor  property  with  a  unit  value  of  less  than  $1,000  and 
other  plant  property  equipment  Items  listed  in  pars.  036301-4  or  036401-2 
excluded  fium  plant  property  reporting. 

Other  Expense— Includes  the  cost  of  types  of  resources  not  otherwise  pro¬ 
vided  fur,  xucli  ns  investments  and  loans,  grants,  subsidies,  and  contribu¬ 
tions,  insurance  claims  and  indemnities,  interest  and  dividends,  payments 
in  lieu  of  tuxes,  incentive  awards  for  military  personnel,  and  other  insignifi¬ 
cant  costs,  I.e.,  costs  which  do  not  exceed  one-tenth  of  I  percent  of  (he 
total  uctivhy  budget,  or  $500,  whichever  is  greater. 

Priming  and  Reproduction — Includes  the  cost  of  confractua!  printing  and 
reproduction  work  (such  as  work  done  on  priming  presses,  lithographing, 
tiud  other  duplicating),  related  binding  operations,  photostating,  blueprint¬ 
ing,  photography,  and  microfilming. 
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Job  Order  Numbers/ 
Expense  Element  Codes 


EXPENSE  ELEMENT  CODES 
Description 

Service  Transfers,  Funded— This  element  of  expense  will  be  used  to  ac¬ 
cumulate  the  funded  (other  than  military  personnel  services)  charges  and 
credits  made  within  the  same  operating  budget.  Includes  charges  and  credits 
resulting  from  functional  category  transfers,  cost  center  transfers,  and 
overhead  applications  or  distributions.  The  net  total  of  the  element  of  ex¬ 
pense  for  the  operating  budget  will  be  2ero.  A  worksheet  should  be 
prepared  to  ensure  that  the  benefiting  job  orders  and  expense  element  code 
Z  are  charged  and  offset  by  credits  to  the  applicable  job  order  and  ex¬ 
pense  element  code  Z.  The  net  result  by  “expense  element"  will  be  zero. 

Aviation  Depot  Level  Repatrables  (AVDLR) — Includes  the  cost  of  all  NSA 
*i<  Cog  Aviation  Depot  Level  Repairable  (AVDLR)  material.  (To  be  ef¬ 
fective  beginning  1  April  1985). 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


STANDARD  DOCUMENT  NUMBERS 


UIC  FISCAL  TYPE  OF  DEPT'S  ASSIGNED 
NAVY  FOR  NPS  YEAR  DOCUMENT  .  SERIAL  NUMBER 


N  62271  90  _ 


=  Travel 

=  Training;  i  .e.,  sf1556 
=  Miscellaneous  Documents; 

i  . e •  y  sf  2277 y  Honorariums 
=  sfIISA  (Claim  for  Reimbursement) 

=  Requisition/Contract;  i.e Supplies/ 
Overnight  Mailinc,  dd1155 
=  Printing 

=  PCS  (Only)  Travel  Orders 
=  Open  Bids;  i.e./  Public  Works  (Only) 


Figure  F.l  Standard  Document  Serial  Numbers 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


FY90  OB 

OFFICE  CODES, SUB  COST  CENTER , DOCUMENT  SERIAL  NUMBERS 

SUB  COST  DOCUMENT 


CODE 

OFFICE/DEPARTMENT 

CENTER 

SERIAL  NUMBERS 

001 

Superintendent/Aide 

AA 

AA044-AA999 

0000-0010 

002 

Comptroller 

AB 

AB0e)tf-AB999 

0011-0020 

004 

Civilian  Personnel 

AD 

AD0tffj-AD999 

0021-0030 

005 

Safety  Office 

AE 

AEtf(^-AE999 

0031-0040 

006 

JAG 

AF 

AF^-AF999 

0041-0050 

009 

EEO  Office 

AG 

AG00d-AG999 

0051-0060 

003 

Internal  Controls 

AJ 

AJ00fl-AJ999 

0061-0070 

007 

Executive  Assistant 

AK 

AKf^tf-AK999 

0071-0080 

0021 

Staff  PCS 

AL 

ALtff$tf-AL999 

0081-0090 

034M 

Flight  Surgeon 

AN 

AN000-AN999 

0091-0100 

004 

FECA 

AP 

AP(^-AP999 

0101-0110 

01 

Provost's  Office 

BA 

BA$$^-BA999 

0111-0120 

01B 

First  Duty  PCS 

BB 

BBd(^-BB999 

0121-0130 

01A 

Faculty  PCS 

BP 

BPd(^-BP999 

0131-0140 

014 

Dean  of  Academic  Admin 

CA 

CAd0f$-CA999 

0141-0150 

0141 

Computer  Center 

CB 

CB^tf-CB999 

0151-0160 

Figure  FJ2  Sub-Cost  Center  OPTAR  Document  Serial  Numbers 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


CODE 

OF FT  CF/ DEPARTMENT 

SUB  COST 
CENTER 

DOCUMENT 

SERIAL  NUMBERS 

0142 

Library 

CC 

CC00ff-CC999 

0161-0170 

0142T 

Library-Inst .  TV 

CD 

CD0^-CD999 

0171-0180 

0146 

Management  Infor.  Sys 

CE 

CE^^-CE999 

0181-0190 

0 14A 

014  PCS  Moves  (GS/WG  only) 

CF 

CF|Mj6-CF999 

0191-0200 

03 

Director  of  Programs 

DA 

DA|^-DA999 

0201-0210 

031 

Civ  Inst 

DB 

DBddtf-DB999 

0211-0220 

034 

Aviation  Safety 

DC 

DCf<f^-DC999 

0221-0230 

036 

EMD 

DD 

DDd00-DD999 

0231-0240 

036P 

Print  Plant 

DE 

DE(^-DE999 

0241-0250 

30 

OR/SA  Program 

DF 

DF0(tyf-DF999 

0251-0260 

31 

Aero  Program 

DG 

DGO00-DG999 

0261-0270 

32 

EE/CE  Program 

DH 

DH^-DH999 
.  0271-0280 

33 

Weapons  Eng  Program 

DJ 

DJd$fi-DJ999 

0281-0290 

331 

ASW  Program 

DK 

DKf^-DK999 

0291-0300 

34 

Naval  Eng  Program 

DL 

DL^-DL999 

0301-0310 

35 

Air/Ocean  Sys  Program 

DM 

DMffj^-DM999 

0311-0320 

36 

Admin  Sci  Program 

DN 

DN^rf-DN999 

0321-0330 

Figure  F.3  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


SUB  COST  DOCUMENT 


CODE 

■CENTER 

37 

Computer  Tech  Program 

DP 

DP0^jtf-DP999 

0331-0340 

38 

Naval  Intel/NSA  Program 

DQ 

DQj*f#-DQ999 

0341-0350 

39 

C3  Program 

DR 

DR*i(fyf-DR999 

0351-0360 

39T 

C3  Travel 

DX 

DXlty^-DX999 

0361-0370 

03  1L 

Law  Program 

DS 

DS{fjty-DS999 

0371-0380 

0305 

lnt'1  Ed  Coord 

DT 

DT^fi-DT999 

0381-0390 

03T 

Text  Books 

DU 

DU^()^-DU999 

0391-0400 

03V 

VEGEP 

DV 

DV0gfV-DV999 

0401-0410 

03  A 

03  PCS  Moves  (only  GS) 

DY 

DY«tyd-DY999 

0411-0420 

04 

Director  of  Mil.  Ops. 

EA 

EAtf(ty-EA999 

0421-0430 

41 

Admin/Central  Files 

EC 

EC{S00-EC999 

0431-0440 

42 

Supply 

ED 

ED^rf-ED999 

0441-0450 

42E 

EDF 

EE 

EE60-EE999 

0451-0460 

42M 

Material  Div-RSS/HHG 

EF 

EF^j)f)-EF999 

0461-0470 

44 

Physical  Security 

EH 

EH0jty-EH999 

0471-0480 

46 

Chaplains 

EJ 

EJ0b^-EJ999 

0481-0490 

47 

Family  Services 

EK 

EK0j^-EK999 

0491-0500 


Figure  F.4  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


CODE 

OFFICE/DEPARTMENT 

SUB  COST 
_  CEKTER 

DOCUMENT 
SERIAL  NUMBERS 

451 

Open  Mess 

EL 

EL«i^-EL999 

0501-0510 

452 

Recreation  Dept 

EM 

EM0ljrf-EM999 

0511-0520 

49 

UPH  Office 

EN 

EN010-EN999 

0521-0530 

4  52C 

Child  Care  Center 

ER 

ER(ttjrf-ER999 

0531-0540 

4  4  F 

Fire  Department 

ES 

ESd(^-ES999 

0541-0550 

04G 

GYM 

EU 

EU8W-EU999 

0551-0560 

041 

Intramurals 

EV 

EV00JB-EV999 

0561-0570 

045 

BOAT 

EW 

EWtff^-EW999 

0571-0580 

04F 

Base  OPS  (PCS  only) 

ET 

ETtftf/5-ET999 

0581-0590 

4  3  A 

Telephone  (LI) 

FA 

FA(<0ji-FA999 

1521-1570 

4  3  B 

Transportation  (L7) 

FB 

FB0^-FB999 

1571-1620 

43C 

Maintenance  (Ml) 

FC 

FCO0^-FC999 

1621-1720 

4  3  D 

Utilities  (Nl) 

FD 

FD(^0-FD999 

1721-1770 

43E 

Engineering  Support  (PI) 

FE 

FE00tf-FE999 

1771-1820 

43F 

Minor  Construction  (Rl) 

FF 

FF0$M-FF999 

1821-1930 

43H 

Maintenance  (M2) 

FH 

FH000-FH999 

43J 

Minor  Construction  (R2) 

FJ 

FJ0<^-FJ999 

Figure  F.5  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 


Appendix  F 
Page  (299) 


Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


SUB  COST  DOCUMENT 


CODE 

OFFICE/DEPARTMENT 

-CENTER 

SERIAL  NUMBERS 

43K 

Audio  Visual 

FK 

FK*d/S-FK999 

1931-1980 

4  3  L 

Hazardous  Mat. 

FL 

FLj(^-FL999 

1981-2090 

05 

Dean  of  Info  &  Pol  Sci 

GA 

GA|tyjf-GA999 

0591-0600 

52 

Computer  Sci  Dept 

GB 

GBjfrfff-GB999 

0601-0610 

53 

Math  Dept 

GC 

GCbtf0-GC999 

0611-0620 

54 

Admin  Sci  Dept 

GD 

GD{M^-GD999 

0621-0630 

55 

Ops  Research  Dept 

GE 

GE0|^-GE999 

0631-0640 

56 

NSA  Dept 

GF 

GFtf0rf-GF999 

0641-0650 

Oil 

Dean  of  Edu.  Dev. 

GH 

GH^-GH999 

0651-0660 

71 

ASW  Acad  Group 

GJ 

GJ{W-GJ999 

0661-0670 

73 

EW  Acad  Group 

GK 

GK0£W-GK999 

0671-0680 

74 

C3  Acad  Group 

GL 

GL<W-GL999 

0681-0690 

05A 

PM05  PCS ( GS/WG  only) 

GM 

GMJ^-GM999 

0691-0700 

06 

Dean  of  Science/Eng 

HA 

HA000-HA999 

0701-0710 

61 

Physics  Dept 

HB 

HBIW-HB999 

0711-0720 

62 

Elec/Comp  Eng  Dept 

HC 

HC^^-HC999 

0721-0730 

63 

Metorology  Dept 

HD 

HDrf|ty-HD999 

0731-0740 

Figure  F.6  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


CODE 

OFFICE /DEPARTMENT 

SUB  COST 
CENTER 

- 1 

DOCUMENT 

SERIAL  NUMBERS 

67 

Aeronautics  Dept 

HE 

HE000-HE999 

0741-0750 

68 

Oceanography  Dept 

HF 

HF00.0-HF999 

0751-0760 

69 

Mechanical  Eng  Dept 

HG 

HG0Cf0-HG999 

0761-0770 

012 

Research  Admin 

HH 

HH000-HH999 

0771-0780 

72 

Space  Sys  Acad  Group 

HJ 

HJ000-HJ999 

0781-0790 

06A 

PMC 6  PCS  (GS/WF  only) 

HP 

HP00'0-HP999 

0791-0800 

Figure  F.7  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 
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Sub-Cost  Center  OPTAR 
Document  Serial  Numbers 


"OTHER" 

SUB  COST 

DOCUMENT 

CODE 

OFFICE/DEPARTMENT 

CENTER 

SERIAL  NUMBERS 

64 

DRMEC  OB  (65522) 

JA 

JA000-JA999 

2991-3025 

0021 

DRMEC/Compt .  (Utilities) 

J4 

J4000-J4699 

(Telephone) 

J  4 

J4700-J4999 

64 

DRMEC  FMT  (65522) 

JB 

JB000-JB999 

3041-3090 

DRMEC  FMT  (Utilities) 

J  6 

J  6fjtf  0-J6699 

(Telephone) 

J  6 

J6700-J6999 

65 

PERSEREC  OB  (68872) 

JE 

JE000-JE999 

3141-3220 

0021 

PERSEREC/Compt.  (Utilities) 

J3 

J30O0-J3699 

(Telephone) 

J3 

J3700-J3999 

042 

PAO  (External-1190) 

JC 

JC000-JC999 

3341-3360 

0020  OPN 

0021  Official  Representation  Fund 

0021  O&MN  IPA  Costs 

0023  Research  Reimbursable 

0023  Other  Reimbursable 

0023  DMDC 

0023  Reimbursable  Tuition 

0021  DRMEC  IMET  (65522) 

0021  NPS  IMET  EE  (62271) 

- _ _ _ _______ 

rigure  F.8  Sub-Cost  Center  OPTAR  Document  Serial  Numbers  (con’t) 
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APPENDIX  G 


Cost  Center/Sub-Cost  Center 
Direct  Funded  Research  Codes 

& 

Document  Serial  Numbers 


DFR  Codes  and 
Document  Serial  Numbers 


nr  90  DIRECT  FUNDED  RESEARCH 
DFR 


COST 

CENTER 

SUB -COST 
CENTER 

CODE-DEPT 

SAG 

SFC 

SERIAL  tf'» 

INDIRECT 

ND 

LZ 

52  -  COMPUTER  SCIENCE 

HZ 

XY 

LZOOO-LZ999 

5873-5876 

ND 

MZ 

53  -  MATH 

M2 

XY 

MZOOO-MZ999 

5877-5880 

ND 

NZ 

54  -  ADMIN  SCIENCE 

MZ 

XY 

NZ000-NZ999 

5881-58B4 

ND 

PZ 

55  -  OPS  RESEARCH 

MZ 

XY 

PZ000-PZ999 

5885-5888 

ND 

QZ 

56  -  NS A 

MZ 

XY 

QZOOO-QZ999 

5889-5892 

ND 

RZ 

61  -  PHYSICS 

MZ 

XY 

RZ000-RZ999 

5893-5896 

ND 

62  -  ECE 

MZ 

XY 

SZ000 - SZ999 
5897-5900 

ND 

TZ 

63  -  METEOROLOGY 

MZ 

XY 

TZ000-TZ999 

5901-5904 

ND 

UZ 

67  -  AERO 

MZ 

XY 

UZOOO-UZ999 

5905-5908 

ND 

vz 

68  -  OCEAN 

MZ 

XY’ 

VZOOO-VZ999 

5909-5912 

ND 

UZ 

69  -  MECH  ENGINEERING 

MZ 

XY 

UZ000-WZ999 

5913-5916 

ND 

xz 

71  -  ASV  ACAD 

MZ 

XY 

XZ000-XZ999 

5917-5920 

ND 

YZ 

72  -  SPACE 

MZ 

XY 

YZ000-YZ999 

5921-5924 

ND 

ZY 

73  -  EV  ACAD 

MZ 

XY 

ZY000-ZY999 

5925-5928 

ND 

ZX 

74  -  C3  ACAD 

MZ 

XY 

ZX000-ZX999 

5929-5932 

Figure  G.l  DFR  Codes  &  Document  Serial  Numbers 
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DFR  Codes  and 
Document  Serial  Numbers 


1C0ST 

CENTER 

SUB-COST 

CENTER 

CODE-DEFT 

SAC 

SZS 

SERIAL  #'S 

ND 

ZW 

012 

-  RESEARCH  ADMIN 

HZ 

XY 

ZW00Q-ZW999 

5933-5936 

CHAIRS 

CR 

01 

52 

-  GRACE  HOPPER 

MZ 

XY 

01000-01999 

5817-5820 

CR 

02 

54 

-  ELSTER-MPTA 

MZ 

XY 

02000-02999 

5821-5824 

CR 

03 

55 

-  COMP  SYS 

MZ 

XY 

03000-03999 

5825-5828 

CR 

04 

55 

-  TACTICAL  ANALYSIS 

M2 

XY 

04000-04999 

5829-5832 

CR 

C5 

55 

-  APPLIED  SCIENCE  SYS 

MZ 

XY 

05000-05999 

5833-5836 

CR 

06 

61 

-  UNDERWATER  ACC0USTICS 

MZ 

XY 

06000-06999 

5837-5840 

CR 

07 

62 

-  ELEC/ENGR 

MZ 

XY 

07000-07999 

5841-5844 

CR 

08 

63 

-  REN'ARD 

MZ 

XY 

08000-08999 

5845-5848 

CR 

09 

68 

-  HANNAH/MC  6  C 

MZ 

XY 

09000-09999 

5849-5852 

CR 

10 

68 

-  NAV  OCEAN 

MZ 

XY 

10000-10999 

5853-5856 

CR 

11 

68 

-  ARTIC  MARINE 

MZ 

XY 

11000-11999 

5857-5860 

CR 

12 

69 

-  MC  &  C  HYDROGRAPHY 

MZ 

XY 

12000-12999 

5861-5864 

CR 

13 

73 

-  ELECTRONICS 

MZ 

XY 

13000-13999 

5865-5868 

CR 

1 _ 

14 

74 

-  JOINT  C3 

MZ 

XY 

14000-14999 

5869-5872 

Figure  GJ2  DFR  Codes  &  Document  Serial  Numbers  (con’t) 
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DFR  Codes  and 
Document  Serial  Numbers 


COST 

CENTER 

SUB-COST 

CENTER 

CODE-DEPT 

SAC 

SEC 

SERIAL  tf’S 

PROJECTS 

12 

LA 

52 

-  COMP  SCIENCE 

MZ 

XY 

LA000-LAZ99 

4376-4468 

12 

HA 

53 

-  MATH 

MZ 

XY 

MA000-MAZ99 

4469-4560 

12 

NA 

54 

-  ADMIN  SCIENCE 

MZ 

XY 

NAOOO-NAZ99 

4561-4652 

12 

PA 

55 

-  OPS  RESEARCH 

MZ 

XY 

PA000-PAZ99 

4653-4744 

12 

QA 

56 

-  NS  A 

MZ 

XY 

QA000 -QAZ99 
4745-4836 

12 

RA 

61 

-  PHYSICS 

MZ 

XY 

RAOOO-RAZ99 

4837-4988 

12 

SA 

62 

-  ECE 

MZ 

XY' 

SaOOO- SAZ99 
4989-5172 

12 

TA 

63 

-  METEOROLOGY 

MZ 

XY' 

TA000-TAZ99 

5173-5272 

12 

UA 

67 

-  AERO 

MZ 

XY 

UA000-UAZ99 

5273-5364 

12 

VA 

68 

-  OCEAN 

MZ 

XY 

VAOOO - VAZ99 
5365-5548 

12 

WA 

69 

-  MECH  ENGINEERING 

MZ 

XY 

WA000-UAZ99 
•  5549-5640 

12 

XA 

71 

-  AStf  ACAD 

MZ 

XY 

XAOOO-XAZ99 

5641-5684 

12 

YA 

72 

-  SPACE 

MZ 

XY 

YAOOO-YAZ99 

5685-5732 

12 

ZA 

73 

-  EW  ACAD 

MZ 

XY 

ZA000-ZAZ99 

5733-5756 

Z3 

74 

-  C3  ACAD 

MZ 

XY 

ZB000-ZBZ99 

5757-5816 

L__ 

ZZ 

012 

-  RESEARCH 

MZ 

XY 

ZZ000-ZZ999 

5937-5944 

Figure  G.3  DFR  Codes  &  Document  Serial  Numbers  (con’t) 


Appendix  G  * 

p**e  <307vW 


APPENDIX  H 


Time  and  Labor  Codes 


Time  and  Labor  Card  Codes 


LIST  OF  WORK  CODIS 
CODIS  USED  OB  TIME  CARDS  ONLY 

C°D*  DESCRIPT I OB 


68 

71 

72 

73 

74 

75 

76 

77 

78 

79 
88 
81 

82 

83 


Trauaatlc  Injury 
Annual  Leave 
Sick  Leave 

Advance  Annual  Leave 
Advance  Sick  Leave 
Coapenaatory  Tlae  Earned 
Coapenaatory  Tlae  Taken 
Military  Leave 

Court  Leave;  Adainiatrative  Leave 
Approved  Leave  Without  Pay  (LWOP) 

Abaence  Without  Leave  (AWOL) 

Monpay  Statua  (Eaployee  receiving  Bureau  of 
Baployee'a  Coapenaation  (BBC) 

Suapenaion 

Purlough 


CODES  USED  OB  LABOR  CARDS  OBLY 


81 

C 


Regular  Hours 
Overtiae 


Figure  H.2  Labor  Card  Work  Codes 
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Time  and  Labor  Card  Codes 


COOES  USED  CN  TIME  CARDS  AND  LABOR  CARDS 


A  Dirty  Work,  Cold  Work,  or  Hot  Work  performed  within  Basic  Workweek 

AC  Dirty  Work,  Cold  Work,  or  Hot  Work  performed  on  Overtime 

B  High  Work  performed  within  Basic  Workweek 

BC  High  Work  performed  on  Overtime 

D  Work  at  Extreme  Heights  (100  or  more  feet  and  on  Open  Structures, 

such  as  tower,  smokestacks,  etc.)  performed  within  Basic  Workweek 

DC  Work  at  Extreme  Heights  performed  on  Overtime 

E  Fibrous  Glasswork  -  Welding  performed  within  Basic  Workweek 

EC  Fibrous  Glasswork  -  Welding  performed  on  Overtime 

F  Holiday  Work 

K  High  Degree  Hazard  Poison  work  performed  within  Basic  Workweek 

KC  High  Degree  Hazard  Poison  work  performed  on  Overtime 

L  Duty  Aboard  Surface  Craft  -  Ground  Work  beneath  Hovering 

Helicopter  performed  within  Basic  Workweek 

LC  Duty  Aboard  Surface  Craft  -  Ground  Work  beneath  Hovering 

Helicopter  performed  on  Overtime 

P  Sunday  Premium  for  Graded  Employees;  or  Total  hours  worked  on 

Sunday  by  Ungraded  EJrployees 

PA  Dirty  Work,  Cold  Work,  or  Hot  Work  performed  on  Sunday  within 

Basic  Workweek  by  Ungraded  Enployee 

PB  High  Work  performed  on  Sunday  within  Basic  Workweek  by  Ungraded 

Enplcyee 

PK  High  Degree  Hazard  Poison  Work  performed  on  Sunday  within  Basic 

Workweek  by  Ungraded  Employee 

PS  Seoond  Shift  Work  performed  on  Sunday  within  Basic  Workweek  by 

Ungraded  Employee 

PT  Third  Shift  Work  performed  on  Sunday  within  Basic  Workweek  by 

Ungraded  Employee 

RL  Restored  Annual  Leave  used 

S  Second  Shift  Work  performed  within  Basic  Workweek  or  on  Overtime 

by  Graded  Employee;  or  Second  Shift  Work  performed  within  Basic 
Workweek  by  Ungraded  Employees 

T  Third  Shift  Vork  performed  within  Basic  Workweek  or  on  Overtime  by 

Graded  employees;  or  Third  Shift  Vork  performed  within  Basic  Vork* 
week  by  Ungraded  employees 


Figure  H.3  Time  &  Labor  Card  Work  Codes 
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